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WHY WORK? 




Objective: To provide some understanding of why people work and to 

motivate students toward gainful employment. 

Motivation Activity: Conduct ''brainstorming*' activity with group of students 
- ^ " concerning why people work. Set up rules for session by 
indicating that each student will give only one reason and 
no one can argue against or laugh at his reason. One stu- 
dent can list the reasons on the chalkboard for latei: dis- 
cussion jifter all reasons are given. The class may wish 
to place the reasons in order of importance. 

Developing -Core: MONEY is usually the main reason most people work. 

Some work to do something interesting or to be useful. 
Others work to gain experience or to learn a business. 
Some wish to be with other jpeople. MANY work so they 
will not need to depend on others. Work also has other 
value such as. a feeling of accomplishment and self- 
fulfillment when a job is well done. 

WHAT WILL YOU DO WHEN YOU ARE OLD ENOUGH TO 
WORK? Will you want to get a job? Will you want to earn 
money? Will you want to be independent? Will you enjoy 
working? 

Other Activities: Develop a matching game using the life stories of some 

outstanding people (emphasize the amount of work involved 
to be successful). Give the ^students a summary of the life 
of an individual and have them guess the name that may 
match the story. Use articles such as the feature on Bill 
Russell on page 3 for the story. Many books are available 
giving brief stories of famous people. Have the students 
form teams and compete for points if time permits. Con- 
tinue to emphasize the work necessary in each case. 

Invite successful people to talk to group ajbout work. Use 
individuals from the Pittsburgh area such as industrial 
leaders. Groups such as the Chamber of Commerce, 
Misters, etc. will probably provide speakers for your 
class. If possible, try to obtain people who graduated 
from your high school or at least a Pittsburgh school. 
Inform the speaker that he should emphasize why students 
should work. 
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OUTSTANDING ACCOMPLISHMENTS 



They Had a Dreai 



By GEORGE REASONS _ 
llhutrated by Sam i^airkk 



Bill Russell 



BOl Russell wasn't good enmigh to mike the homeroom 
basketball team iiMti^ fth grade at Hoover Junior High in 
Oakland. Calif. * " 

Then he began to grow. By the time he was a senior at 
McOymonds High, Russell was a towering 6-fbot*5 and a star on 
I the schoors championship varsity squad. 

From then on, he never stopped to Un* bade hi his climb to 
the ranks of basketbalPs inmiortals. 

Russell grew to e-foot-10, topj^ recmls right and left won 
countless honors, dominated the game for more than a decade 
and became wealthy in the process. 

Then he capped his career by becoming the first black coach 
in any major league sport vrtien be took tmr the hehn of the 
Boston Celtics. 

William Felton Russell's climb to the top b^Ean in Monroe, 
La., where he was bom in l«i When he was 8, his family 
moved to Oakland and his father went to work hi a defense 
plant. His mother died a feiw years after Siefar arrival in the 
Cdifomia city. 

RISSELL grew up m Oakland and after graduatimi fnmi 
McGymonds High moved <m to the University <rf San Francisco 
00 a scholarship. 

He !ed USF to two NCAA titles, once chalking up a string of 
« successive victories, and made All American two years. 

Russell was named the NCAA's most valuaUe player and 
jdayer of the year by the Hehns Athletk Foundation in 1955 

In 1956, he led the United States to the Olympic title in 
I Australia. ^ 

Russell joined the CelUcs hi 1957, and it became one of the 
most successful teams ever assonbled in the history of the 
game. 

In. his 13 years with the CelUcs^ the team won 11 NBA 
championships and was champion of the Eastern diviston 12 
I tmies. 

The bearded giant, dubb^ Bill "the stuffer," was undisput^ 
I ed kmg of the backboards and a defensive g^us. 

HE SET an all-time record of 21,721 rebounds and amassed 
a total of 14,522 points for a per game average of 15.1 m his 
j professional career. 

^^^^ '^"^^ h'""- ^ opponent once wryly noted 
When he stretches out he's nine feet taU. There's no defense 
but an Army 45." «cici»c 

Russell was voted to the NBA all-sur team every year he 
pwyed and five times was chosen as the NBA's most valuable 
player. 

Noted for his sense of humor, Russell also had a serious side 
which led nun to be discontented den)lte his success In loaa he 
I said, • 

"I consider my life to the present time a waste. I don't 




conskter anything I have done as contributing to society. I 
consider playing professional basketball as marking time, the 
most shallow thing in the world. ' 

Three years later, Russell succeeded Arnold (Red) Aiier 
Sf« JS? ^^^^^ ^ player-coach, he earned more than 
1125,000 a year, the highest paid team athlete in the Uaited 
States. 

But his interest in the game waned and he quit in lU 
be wu earning more than $200,000 annually because he i 
refused to be a mercenary playing strictly for the money. 

The accolades continued after ihs retirement. In 197o'the 
Asiocuited Press voted him the basketball player of the decade 
and he was elected to NBA's Silver Anniversary Team 




This article is one of a series in the Pittsburgh Post-Gazette. A different person 
is featured each Tuesday. Back copies (past articles soing back one year) are 
available at the Post-Gazette office, 50 BlvrU of Alllp.s. rfttshur^lu Telephone 
'WCK COPY nr:!>ARTMKNT at 263-1120 if you desire past articl<->. 
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THE PITTSBURGH JOB MARKET 



Objective: To develop a knowledge of the Pittsburgh job market and 

the value of education related to the ''world of work." 



Motivation Activity: Ask the students to list various local jobs on the chalk- 
board. List them into two columns — one for entry jobs 
not requiring a high school diploma and the other for jobs 
requiring at least a high school education. Conduct a dis- 
cussion on the job situation in Pittsburgh. Talk about the 
necessity of getting an education to meet the demands of 
the job in which they may be interested. Use the Chamber 
of Commerce and the Bureau of Employment Security in- 
formation in Appendix I to help with this opening activity. 



Developing Core: The Pittsburgh labor market area covers Allegheny, Beaver, 

Washington, and Westmoreland Counties. See the map on 
page 9. 

^ The Pittsburgh area has been dependent on two industries, 

steel and coal. Now there is a diversification of industries. 

The fact that Metropolitan Pittsburgh keeps expanding its 
industrial community is not well known. Over 6, 000 dif- 
ferent products are coming ovX of plants utilizing the skills 
of 259,218 men and women, whose combined income ex- 
ceeds $2. 1 billion a year. 

The expectation for Pittsburgh's industrial future is bright. 
According to recent surveys, manufacturing firms plan to 
increase their capital outlays. For 1972, an 8 percent in- 
crease in spending over 1971 is expected by Pittsburgh 
area firms. 

Of the major manufacturing industries in the Pittsburgh 
area, the following industries employ the most people. 

1. PRIMARY METAL INDUSTRIES, 

2. ELECTRICAL MACHINERY, EQUIPMENT, 
AND SUPPUES. 

3. OTHER MACHINERY. 

4. FOOD AND KINDRED PRODUCTS. 

5. FABRICATED METAL PRODUCTS. 

Of the major industries in the area» the following informa- 
tion shows the industries with the largest number of plants. 

1. PRINTING, PUBUSHING, AND ALUED PRODUCTS. 

2. FABRICATED METAL PRODUCTS. 

3. FOOD AND KINDRED PRODUCTS. 
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4. OTHER MACHINERY. 

5. STONE, CLAY, AND GLASS PRODUCTS. 



Some entry -level jobs 
NURSE'S AIDE 
ORDERLY 
PORTER 
CASHIER 
WAITER 
WAITRESS 
CUSTODIAN • 
USHER 



in the Pittsburgh area are as follows: 
CLERKjjSTORE OR OFFICE 
CAR WASHER 

KITCHEN HELPER -HOSPITAL 
MAILROOM HELPER 
SHIPPING CLERK 
BUSBOY 

STOCK BOY OR GIRL 

GAS STATION ATTENDANT 



The following chart shows the value of an education. 



UNEMPLOYMENT RATES ARE HIGHEST FOR 
YOUNG WORKERS AND THOSE WITH 
THE LEAST EDUCATION 



Years of 

School 

Completed 

High School 



Unemployment Rate (March 1965) 
5% 10% 15% 



Less than 

4 years I II III III II 



4 years 



College 



mill I 



18-24 yrs. old. 



25-54 yrs. old. 

I mil I mill 



Less than 
4 years 



////// 



4 years 
or more 




Source: Bureau of Labor 
Statistics 




i 
I 

I 



Other Activities: Invite a representative of the Chamber of Commerce to 

speak to the group on the Pittsburgh labor scene. Many 
industrial representatives are also willing to assist you 
with this activity. 

Conduct a "rap session'^ with the students on their expecta- 
tions in the Pittsburgh job market. Be certain to include 
information on unions and education, etc. 

Discuss the preceding chart concerning unemployment as 
related to the "world of work. " 



NOTE: THE PITTSBURGH AREA PUBLISHES A "LABOR 
MARKET LETTER" EACH MONTH, TO OBTAIN 
THIS LETTER, TELEPHONE 565-5350 AND ASK 
TO BE PLACED ON THE MAILING LIST. THERE 
IS NO CHARGE FOR THE PUBLICATION, 



1." 
I 
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I PITTSBURGH LABOR MARKET ARe7 



BOROUGHS AND CITIES IN ALLEGHENY 



t A«^Bwall 
2 Avaloo 

S BcUevue 
4 Ben Avon 
i Beo AvoB Heifflut 

• BUwaox 
7 Brackcoridgc 

• BfMidock 
i Bradford Vbods 

fO Brcatwood 
f1 BridgcvUle 

12 Camcgic 

13 Castle Shannoa 

14 Clialfant 



IS Clicswick 

H Ckwcbill 

17 CIsirtoB 

It Ceraopolis 

If Crafcos 

20 Dormom 

21 Druvosbur 

22 Du que ant 

23 Eatf McKc*.*.. . 

24 East Fiffsburgh 
2% Edgcwood 
2t Edgcwonh 
87 Etizabcili 
2t Easwoctli 



29 Eioa 

SO Fotcsl Nitls 

31 Fox Chapel 

32 Glasspon 

33 Gicnficld 
• • ^entree 

t svillc 
3t .iTidelberg 
37 Homcslcad 
3g Ingram 

39 Lcciadalc 

40 Literty 

41 McKee sport 

42 McKccs Rocks 



COUNTY 



43 MUWale 

44 Mount Oliver 
4$ Muithall 
4C Norili Btsddock 
47 OskUale 
40 OskmoRl 
49 Osbcrnc 
iO Pitcairo 

51 Fori Vue 

52 RsnkSn 

53 Rossi>a Farais 

54 Sewickiey 

55 Scnickiey Heighta 
S€ Sbarpstiutg 




%1 SprlM^Alc 
S8 Swlasvale 

50 Tareaiaa 

00 Tbornburg 

51 TMCde Creek 

02 VeroM 

03 Vettalltea 
00 Valt 

05 Vest ElUabeih 

06 Vest HoBiesiead 

07 teir Yle%r 
00 Vbitakcr 
00 Vllklasburg 
70 VilaMtding 



SCALE 
10 0 



!? 
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Human Resources 



I 

f The Central Coordinator and/ or the School Coordinator can help with this unit. 

I 



Material Resources 

Audio-visual materials. 

Bureau of Employment Security- -Job bank information. 



9 



12 



SELF-EVALUATION 

Objective: To evaluate marketable skills and readiness for employment. 

Motivation Activity: Give each student a small piece of paper (2»» x 3") and ask 

them to write what they thmk they can offer an employer 
--five minute time limit. Ask them to turn the paper over 
and write what they thinH an employer can do for them. 
Ask them to compare. A group discussion should follow 
concerning marketable skills, expectations of employers, 
etc. 



Developing Core: What kind of a job are you looking for? This job should 

be suited to your interests, your skills, your abilities, 
and your personality. Know what you like and dislike. 
Job success depends on enjoying your work. 

A potential employer is interested in what an employee 
can do for the company. Most employers will ask this 
question during a personal interview for a job. Be pre- 
✓ pared to answer this wisely.*^^" 



Other Activiti**s: Have each student complete a self -inventory such as the 

one on page 13. 

If necessary, ask each student to list his '^likes*^ and 
^^dislikes** on the back of the inventory sheet. 

Perhaps some students will desire to take pertinent 
aptitude, job competency, personality, intelligence, 
vocabulary, and arithmetic tests--all to be used only 
for self -inventory. 

Invite a representative of the Pennsylvania State Employ- 
ment Service to inform the students about the **employment 
counseling service** available --possibly some students can 
arrange to take advantage of this service. 



13 

Self-Inventorvj 

Name Date 

1. What kind of work do I most enjoy at school? 

2. What kind of work do I most dislike at school? 

3. What are my special skills?^ 

4. Do I like to work with people? ^ 

5. What is my immediate goal? 

6. What would I like to be doing five years from now? 

7. What preparation will be necessary to achieve this goal? 

8. What kind of job would I like to have? 

9. How much can I currently expect to earn in this job? 

10. Do I possess the skills required for this kind of job? 

11. Do I possess the education required for this kind of job? 

12. Is my physical condition such that I could handle this kind of job? 

13. Is my personality such that I could handle this kind of job? 

14. The advantage of the kind of job I want are: 

1. 

2. - 

3. 

15. The disadvantages of the kind of job 1 want are: 

1. 

2. 

3. 

16. Could I advance on this job without further education? 

17. How could I be sure that I could advance on this job or advance to a better 
job? 
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Human Resources 



You may wish to invite the school counselors to help with this unit. 



Material Resource"^ 



Film: The Big Question; Choosinjg Your Career SM 443. 3 28 min. 
Tells how two high school students--a boy and a girl--went about choosing their 
career. With the help of their guidance counselor and parents, they learned how 
to take inventory of themselves--how to discover their strengths and weaknesses, 
and then compare these with the needs, demands, and challenges of various 
career possibilities. 



Film: Habit Patterns SM 445. 49 15 min. 

Barbara is never prepared, never on time. Through the years, she has built up 
a set of disorderly habits that are spoiling her relations with her family as well 
as her teachers and friends. After a particularly unhappy experience, Barbara 
takes steps which, if repeated, will help her to become more like Helen, her 
friend who learned to plan for her tomorrows the day before. 



Film: How Honest Are You? SM 1 445.27 13 min. 

Shows certain conclusions about what honesty is and how a person may apply the 
test of honesty to his thoughts and actions. 
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PERSONAL DATA SHEET 



Objective: 



To develop an understanding of the use of a personal data 
sheet and to provide practice in its preparation. 



Motivation Activity: 



Draw an outline of a house on the chalkboard. Add doors, 
windows, chimney, etc. to the house being careful to pause 
between each addition. Emphasis how omitted lines make 
recognition more difficult. This should illustrate how to 
build a personal data sheet. 



Developing Core: 



Before you go to an interview or to an employment agency, 
it is wise to have a personal data sheet. This sheet gives 
all the information which most employers request from 
you. It will save you tinie when filling out an application 
for a job. It should be typewritten or neatly printed and 
could include the following items: 
1. Name and address. 

Social Security Number. 
Telephone number. 
Date of birth« 

Names of parents (guardians). 
Schools attended* -dates of graduation or leaving 
courses and activities. 

Other education or training --dates and type. 
Hobbies or other activities. 
Previous employment record- -dates, salary, 
type of work, name and address of employers, 
supervisor's name. 
Type of work desired. 

References--with permission (teachers, clergy- 
men, previous employers, etc.) including 
addresses and phone numbers. 
Military service--dates, branch, rank, special 
training. 



2. 
3. 
4. 
5. 
6. 

7. 
8. 
9. 



10. 
11. 



12. 



Other Activities: 



Discuss the following questions: 

1. Why does an employer ask for references? 

2. Who should students give as references? 

3. Why must the student get the person's permission 
before giving the name as a reference? 

4. What information must be given with the name of 
the reference? 



Project a transparency of a sample personal data sheet. 
Discuss this with the students. Give considerable time to 
the necessity of references. 

Have each student complete a personal data sheet such 
as the one on page 18» You may wish to duplicate this 
for class use. 



RESUME 
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NAMEs___ \ TEIEPHDNE: 



ADDRESS: 



DITE OP BIRTH: * 



PLACE OF BIBTH: 



CCCUPATIOMAL GOAL: 



Co^Miqr Address Kind of Work 

WORK EXPERIENCE: 



ACS: HEIGWT: WEIGHT: 

SOCIAL SECURITY NO. 

WORK PERMIT NO. 



SPECIAL SKILLS: 



EDUCATION: / 



Elenentary Schoo l F rom to 

Junior High School proa to 

Senior High Schoo l Pron ^to 

Vocational Schoo l Projn to 

Other Training 



School Activities: 



RFPERENCES: 

Naae Address Telephone No. 

1. 

2. 

3. : 



1 1-8-71 



Human Resources 



The high school English teacher would be most helpful. 



Audio-visual materials. 



Material Resources 



i 
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FINDING A JOB 
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FINDING A JOB 



Objective: 



To develop a knowledge of job source media and skill in 
using such media in seeking employment. 



Motivation Activity: Have students li st on chalkboard resources used in seeking 

a beginning job. 

Ask a recent alumnus to speak to the group about how he 
gc. his first job. 



Developing Core: 



There are many ways to find a job--the following job 

sources can be used when seeking employment. 

1. Friends, relatives, and neighbors. 

2. Help-wanted advertisements in newspapers. 

3. Situations -wanted advertisements in newspapers. 
4; Pennsylvania State Employment Service. 

5. Private employment agencies. 

6. Civil Service announcements (city state, federal). 

7. 3chool counselors, coordinators, and teachers. 

8. Community service agencies. 

9. "Cold canvassing. " 

10. Labor organizations. 

11. Trade papers and magazines. 

12. Classified telephone directory. 



Other Activities: 



FRIENDS, RELATIVES. AND NEIGHBORS --have students 
interview several adults to find out how these adults got 
their first job. Discuss these interviews in class. 



HELP- WANTED- -Pupils bring in classified section of 
newspapers and select jobs which seem to be desirable-- 
teacher may wish to duplicate a ][)artial section of the news- 
paper as shown on page 24 if pupils can't obtain newspapers. 
There should be a discussion of the following: 
K Types of jobs. 

2. Abbreviations --such as appt. (appointment), cc. 
(center city), max. (maximum), etc. 
Terms --such as an equal ^opportunity employer, 
fee paid. 

If telephone number lisTed--the applicant should 
call for appointment--request the name of the 
company and person who will conduct the interview, 
address, and directions to the site. 



3. 



4. 
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5. When a box niimber is listed, a letter of applica- 
tion should be written--see this section for more 
information--this "blind ad*' method is seldom 
used for entry jobs., 

6« If address is given--apply in person. 

7. Use did location guide on page 25 (if telephone 
number is given) to determine location of job. 

8. In order to make a favorable impression, it is 
verv important that the applicant read, understand, 
and follow the directions indicated in the advertise- 
ment. 

9# Requirements --do not apply if you do not meet the 
specifications stated in the advertisement. 
10. Point out the difference between "situation wanted" 
and "help wanted" advertisements--have the stu- 
dents prepare a "situation wanted" ad for them- 
8elves--investigate the cost and the procedure for 
placing such an ad. 

PENNSYLVANIA STATE EMPLOYMENT SERVICE--have 
the students record the various offices and addresses for 
their future use--indicate which offices handle specialized 
areas ---encourage students to register--invite representa- 
tives to speak to the group. 

PRIVATE EMPLOYMENT AGENCIES--have students locate 
ads in the classified section and/or telephone directory to 
discover the various types of employment agencies --inform 
them that a fee is usually charged and a contract is usually 
signed by the job seeker--invite representatives of these 
agencies to speak to the group--inform the students of the 
pros and cons of these agencies--DO NOT ENCOURAGE 
THEM TO USE PRIVATE AGENCIES. BUT MAKE THEM 
AWARE THEY EXIST AND SHOW HOW TO USE THEM-- 
summarize the Questions and Answers about Private Em- 
ployment Agencies located in Appendix JI. 

CIVIL SERVICE ANNOUNCEMENTS--obtain copies of 
federal, state, and city announcements- -examine them in 
detail-«-stress the job listing, requirements, announcement 
number, where and when to file, closing date for filing, and 
salary range, 

SCHOOL PERSONNEL--explain the role of the Office of 
Student Employment, the Central Job Bank, Central-based 
Coordinators^ the School-bar d Coordinator-'invi*^'* several 
of these people in to explain their services--ask one of the 
students who obtained a job through these services to tell his 
8tory--USE INFORMATION IN APPENDIX II. 
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COMMUNITY SERVICE AGENCIES— have pupils prepare 
a list of the agencies familiar to them--determine which 
of these agencies offer assistance in securing jobs. 

LABOR ORGANIZATIONS- -have the students select a 
union and find out the qualifications for membership and 
the procedure to be followed in applying for member ship- - 
see if they have a job placement service for members-- 
point out that in order to be employed in some jobs, firms, 
or industries, the employee must be a union member-- 
this requires an initiation fee and regular dues--SEE UNIX 
ON LABOR ORGANIZATIONS, 

TRADE PUBLICATIONS- -bring in trade papers and maga- 
zines showing the advertisements and listing of jobs avail- 
able. 

CLASSIFIED TELEPHONE DIRECTORY--have students 
prepare a list of places they could visit in one day in a 
particular industry--this can point out the value of the 
directory. 
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Help Wanted, Men 



Credit Investigators 
Dun end Bradsirfttt, Inc. Ms 
openings for unbitious youn^ 
Dtrion to call on business exec 
tives^ investmont firms, ttc, for 
credit rtport information. Cot 
l«M dofree prtferred, courses 
in butinoss administranon 
helpful. Our promoto-from-with* 
m, policy and tnining proiram 
makts tnis a cartor opporluni. 
ty. Good starting soiaiy, merit 
increases, full fringe benefits. 
Cor ntcestory. 
^ Call f. F. FOSS. 7IM760 
An oqual oppoftuntty em^loyti 



CKCfllT MA NAG EX — Need 
strong man with experience in 
Car Leasing. Also Collection ex- 

Srience. Send resume to w. 
rgeeff. Controller. €30 Van 

Ness Ave. S.F. 

DATA^ ^il0elI§iN6--fladio Corp, 
Of America, Collf. 



DtCKHAND.Sm cooking. Avait 
travel S. Amer. 1 Dec. Priv, 
party 633 9898. 



DELIVERY BOY. Age 16 or over 
Hours 12 noon to 6 p m Must 
have bicycie. Apply 7643 N 
Michigan St. 

btNTlST WAKjttD 

Full or Part Time. Mostly opera 
live. $100 daily to niht man 
Call collect: (2D) 245-8995 

Rl*. ^' . S^M'^i S. Brand 

Glendale. Calif. 



DCNTiST» exoerlenced dentures. 
Bfll or paHT time. TOP salary, 
Dr. Brady. EX 2-^112. 



FACTORY WORK 
Men! See us first. Many open 
rfs Gocd }cbs Good wages 
Harding Personnel* 2100 Oak. 



FACTCFY (ycurff. some heavy 
production) Will tram Work 
eith'jr shift. Own transports* 
tion Start $345 377 Luther 
Placement Agency. 1410 jef- 
tericn. 



GARDENER 

Some exp. To do basic garden 
»nd landscape work. Start at 
$300. Perm. Write this paper 
Box S9327. 



C>N. MCH. for Newspaper Ma* 
ture. expciienced in news and 
advertising for general manager 
of offset controlled circulation 
weekly in Sacramento area. 
Write give refs., exoerience & 
salary de&ired to American Riv* 
er press. (27 Sutter St . Foiaom 
Cehf. 



fiOLF COURSE STARTER, f xper . 
Buchanan fields OoM Course 
Concord. 



GOLF COURSE MAINT. No exp 
nec. Rollins Hills Golf and 
Country Club lalteview Rd. at 
Highway 47. 843*2199 



HANDY MAN. Work around a 
home. Good pay. Exp. 483- 
4433. 



HAlUDRESS&lt— mate Excluvve. 
C a r m e t Satoh. Guarantee & 
commission, Send resume of 
experience and background to 
P. 0, 3757. Carmet. Calif. 



HELPER, barber shop. Full Or 
pt. time. 326 9748, 



ipTEL cterfc for snaller belle' 
class downtown residential ho 
te; Some desk duty Some h^hr 
houbekeepins duties Should bf 
handv with cneerfui pcrsenahiv 
.^IQO DiuS room & kitchen prtv 
Mr^ Deuischer. between 12 a"d 
:pm. only, 42 1.^332 



Help Wanted. Men 



HOUSEBOY. $1 75 hr Care of 
house and lawn Run errands 
6 day wk Wnte this pape 
BoxizOI. 



JANITOR, porter, mamt . clean 
3^4 '"^ Fun/Pt time 



2?33 



JANITORIAL / MAINl. work 
Live in/out Large apt bidg 
Some Spanish would help 
Write this paper Box 84213. 



Lead Man Trainee 

Young maij to tram for shift lead 
man in non^efense manufac 
turing plant Mechanically in- 
clined Leadership ability. W«ii> 
ing to work any shift assigned 
Rpdwood City lirm 369-6211. 



LUDLOV/ OPhRATOR tor Rubber 
Stamp Shop Must be fa*^! and 
understand machine State ex 
pericnce & salary wanted PO 

__Bojc 59 62. San Jose. Cahf 



LUMBER CLERK^Expenenced. 
Suildins materials, warehouse 
work Call 36»'39G1. 



MACHINE Operator - Cheshire 
Experienced No. 514 machine. 
Write this paper Box 2<33< . 



MACHINIS1S 

JOURNEYMAN MACHINISTS 

SPECIALIST 
MAINTENANCE MACHINISTS 
TOOL MAKCRS 
^ 9^1 * Swina ShitU 
Call Earl Thorp 392-3U3 
M GREENBERG'S SONS 
765 Foisom S.r 
An Lauat OpgOftuntty EmpiOygr 



MACHINIST 

Jounteyrran. lathe rh.H h^nd 
Preciiioi' prciofyre & t>hort run 
production Overlui^e & profit 
sharing KAK MFC INC . 1203 
DeM Ave C ampbell 378*3030 



MACHINISTS 

JooiMcyman oi apurenttCe with 2 
yr^ or more experience in gen- 
eral machine shoo work Per 
itY a n e n t, lull time Redwooo 
City hrm. 369-6211 



MACHINISTS 

INSPECTORS 

for precision machine parts. 58 
hrs. + Air<Ond. Oiesen Mg. 
lib Chestnut. S.Jose 294-2255^ 



MACHINISTS— Journeymen onty. 
Job shop work. Day or night 
Shift. Apply C. & H. Machine A 
Engineering Co.. 650 Untversitv 
Ave.. BerKeLev._S412?8r 



MACHINISTS. Lathe; Welders 
Above scale pay. Benefits^ Day 
or Swing Shifts. Citizenship not 
red. Interviewing at 905 Kifer 
Rd.. Sunnyvale. 

111ACHINISTS - JSUhNCVMtfJ " 

Eth*AC 301 Industrial Wav 

SanCa rl O? 592*1221 
iSlACTnTllSTS Machine Opera- 
tor*; txsri. FmC Ordnance. San 
Jose Apply 214.812<. x 24*3 
MACHINIST 



Job Shon 
22; ?th St 



• Journcynan only, 
Elite Machine works. 
SF 861.8976 



Help Wanted. Msn 



ENTERPRISE 
EMPLOYMENT 



72) MAUn 



00 7 in^ 



H«itl RMin Cltrk 

Train Yabn| 
i.m. ffitdmtntt ICO 

liitwr«nci CtaiNH . . . )2S 

Train. D*|rtt Htt 
Plant M|r. Trainit .. tCO 
Pafr^t, M E. mt infl 

' AfcavntaAl, 6aa4 tip kkS 

Diiflayaian, tetail 4ii 

Orivtrt, Ii tandafeli 

l.t.SI. Campwtinf. tif SCO 

Qflrical, 8tilverf/TyM <00 

Scalt mecncnic, {n^jitrial . . 7A0 
M«<li«Aic«f/iiiciranK», Tiam 4lS 

M«i»tnf«r t Chncfll 3?S 

Anb«iiti%ct Orikfi, Sift|lc . 4Z1 
Warcfittticman. |it<»lrv, ptp 4t«; 
TmI Crtf^er^ Iry^an . . 

H«ffll Niii kvitut. met .. 47S 
iniiit Clathtv Selfl'nwn . , , 400 
ImIi Start, a-rua' Tv»e . . VJ 
Tr«iM*i, Samt Iww , , . 50A 

Rtlirt^ Militur^ . . 345 

Stiaa Satttman, ttp -f 4Cft 

Stniit Statian, - > 45? 
MtfltiliiK Opei i;SO f« sOO 

Mall Stana, C4 ? a 4SQ 
Caak, ttf I Diiir*' t 433 
lui lay, tr^ Uf'x* 2i\ 



MEN OVER IB-PART TIME 
tarn $50 per wk sal while 
training delivering household 
appliances Some full tiire 
openings Neat appearance 
Personal interview Mr. 
Schmidt. Orifl Appliances, 
1528 San Jose Ave ,Oartmoor. 
NlYfeCLE-RK 



sible. 
7187. 



Call 



-Over 2 1 Pespon- 
weekdays. 843* 



NURSERYMEfi— Expd. m propa 
-ation & Ken), nursery work 
•rmanent. Christensen Nurs- 
ery Co., 935 Old County Rd Bel 
mont. S93-7893. 



PAPER CUTTER - Will tram 
young man on automatic mod- 
ern machine. Also gen fac 
work Opportunitytogetahead. 
6453718. 



Help Wanted. Men 



RANCH HANDS 

Rni Abrd - t^TbOfno Noprev 
exp nfc Must b.' fioDf^r No 
Cshf cattlcrjr.wh BokH?778 



NEED 2 GOOD MLN 

WORK LEAOb ONLY 
Reptc^ent r^atton's leading 

■n^u'^iince comoante^ 
NO INS EXPCR. NLEDLC 
m TRAIN 

Salary $1 25 Wk 

OR COMM 
A OP I ( cations now beinS taken 
MR STOiNC LO 6 l?r 



SALES 

Marketing & Mgrn't Too 
Two pos. Irons wit:» actre^sive 
life in$ C3, «'e avaifabfe. Lead 
ership potf.ntial and initiative 
most important. Starting saUry 
560O per mo -f- periodic bo 
nuses. No ceiiinc on uttimatf 
incom» or posjtion. individua • 
lied career procram immec 
^/igm't if fully qualified. Liberal 
penitcn and far>u}y tenefr 

C_3II_ 781.1536 

SALES 

SIGN ANIMATORS. 
-1230 v.feek mm. cofPfnT^'-tofi 
' Call on busm^tfSes 
~8 hours a day 
- New car every yc^r 
S~Ttavel U S 

6— Stay home I n protected area 
For per!»or«ai interviev. contact 
Mr. Huffman, Imperial 400 f o- 
lel, 222 Soulh Airport B>vd 
Sguth San Fr<^f»r-sco 



SALES 

GROUND FLOOR 

opportunity for salesmen 
^ai^s mgrs, v^.th Solar electron!- 
specialty products m the fci- 
lo.ving countieb: San Franci'^co. 
t»>arin Sonoma, Mendocn'o id 
Laue Hi comMi free training K 
joU of leads. 479-2025 anvtiiM* 



MACHINISTS— Journeyman. Den. 
tal Plan. ^Vestern Gear Belmt 



MAIL CLERK. Insiur co needs 
young man for mailroorn 
duties. Starts $270 Good 
working conditions Must be 
H,S grad U S citi/en 316- 
6400. ext 38? 



MAN with CAt tc pick up and de- 
*iver It packages 541*8320. 



HOTEL CICRK— Smalt hoiiic 
Pre! Pcnjioner. mo anfl 

fociii Bok 2091? tins oaPer 



HOTEL OeiK. e^.'., b-^nd^bic f, 
day^. 4.12. Sil90 4 rm plus No 
audit . 21^2n d Av , San V at uo. 

MO T n Bcdmakcr-. - E^^oer 

^100 month a, rni HL I'78?9 



MAN —General work in drug* 
store S?75 mo Catl or apply 
after 10 00 Wcstside Ortigs, 
2483 W Pacific 781 1932. 



M E C H A N I C— Truck National 
company offers excellent work* 
inft conditions and steady em* 
ployinent to qualified truck me- 
c h a n I c. Excellent hosni'taiiza* 
tiOn and retirement, plans a» 
wet! as other valuable benefits. 
Call D A, Ch^rt^r 982-GQ8S. 

An Fqua! Opportunity Employer 



PARKING GARAGE 
ATTENDANT 

Swing Shift. $3 05 per hour, 
plus exc health, welfare, pen 
Sion, and vacation benefits 
Permanent position Drivers 
lie, Bondablp No exp n»r but 
must pas^ dnvinq fe<;t App'y 
in Person Mr Crtrtwright. 
ABC Garage, 345 Parkview Or 

PARTS MAN-Counter sale*, 
shippinp, some tyninn Exp 
desirable but not nec »f you 
know som**lhinc about c^irS 
Call Mr Sutton or i^pply DPI 
Auto Parts. fi52? W. London 
Ave. 743 8R90. 



PARTS MAN 

For A National Steel Companv 
Will t>e completely responsible 
for receiving, storinc. handling 
and ordering steel strapping 
tools and machine parts Will 
be trained for computerized m 
ventory system 

Must be able to take !uU ch^rc? 
alter traimnc 

Mu^t have military obligation 
completed. High school eHuCA 
tiOn. Maximum aCf JO 

Chance for advancement 

Ph. Mr. Sutto n S89'bi>LS 

•ARTS MA N-^Cou n t er Sd les. 
Shipping, typinc, elsctronir 
parts exp. desired but not ncr. 
1350 Howard St Mr. Rosenberg 



SALES 

23.3i years, hte insurance ^a'c^ 
mtern^nip 3 opemnj^ w«th 'jOc- 
Ciahzed market training f,!.n 
$300 monthly salary No trave' 
Complete coup benefit pro 
gfcini. C an 781' 1 5 Jb 

SALES REPRESENTATIVE-Trucw 
line C/ass 1 common carrier 
general commodities wants -eo 
to sell its services to Edit Biv 
Ercl compensation & bpneti* 
r'ust be experienced. Wnte this 
paper box 24183. 



SALESPERSON 
INSIDE FLOOR 
' ^ HEARIf G AIDS 
S<30 per month gua r^ itee 
against excellent percentage on 
busy floor. Call George CooK 
Delta Hearing Aid Center 
101 Povell 781-04?0 



SERVICf ^T/iTlON 
ATTENDANT 

Fulltime Shell, Fhn and I4th 



STOCK CLERK w/shu.p.nij e<p 
Wonderful fulure Slaflinp tr> 
$400 Mr Gooilnian. 055. 
6d71> 



TREE MAINTENANCE,HELPER, 

Fulltime Perrti No f xp nec 
A^o^lS 2^, $350 mo 8/1 



TV Se'^/.c?!,! in. ouU'tl'J color 
^^0 To'» '■.-'larv X f»in, •» 1 fnn 
f»ts Ac* Rad.o jtni TV 315 
RrQ;iC<«',av . f-S.llhfrtc" rA7 <pr^ 



T7 



technician hisirlt*/ out ;itj^ 
GOO»l onpOft, ri,^hl man lov/e» 
PcfMntuia a'Crt /)i 310? 



WAREHOUSFfV»AN. Yourir. ca- 
gfcr. h.irfl v.orticr Excel work 
IHR CQIKllllOllS v.ith n.itl i,iip 
ply c«t Apply in person 301 
Mflfkel S,x 



WATCHMAN, brllru.m, clov 
onerotur txp 4?5 79,s:i 
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tiiitmiiiiiiiiiiiiiiiiini iiitiiiiitiiMi; 



221 BrKV«i;itt 

222 W«sliMh ttm 

224 TweiHuin 

225 Wathinston 
-226 Tarrnium 

2£Z ^ Oowtown 
228 VVnliiiMton 
23t SpfMtgHiM 

232 Puh Oowrtown 

233 CT«trton 
239 Bcntkyville 

241 P^h East End 

242 Pgh FMt End 

243 P|h East End 

244 Pgh East End 
255 Pfh Downtown 
g6 PW>. East twt 
2i« MofN>fttah«t« 
2oi P|h. Downtown 
262 Coraopotia 
M3 Pfh. Downtown 
264 Coraopotis 
J66 Ambridgt 

Braddocli Htth 
274 Sprmfdait 

279 cU"*"* 

ntown 

2W P|h. Downtown 

321 Pfh. North $,dt 

322 P|h. Morth Sidt 

323 P»h. Worth Sida 

325 Export 

326 PayatttCity 

327 Ejipoft 

331 McKtMRodif 
Nwilla Island 
333 P|h. Downtown 
335 Mffw KtiHifigtOA 
337 Mtw Ktnsingtofi 
339 New Ktnsington 
341 a«nhfviMt 

343 Mt. Ltbanon 
Srookhn« 

344 Brooltlint 

348 Pinltyvillt 
351 SwiMvatt 

Rankin ^ 
»5 Pflh. Downtown 

361 Morntngtidt 
Garfi«ld 

362 Stanton Htf 

363 Pgh Cast End 

364 Perryivilit 
366 Ptrrysvilic 

371 Wtlktnsburg 

372 Momoeville 

373 MonrottfiHt 
Turtit Crack 

375 Aliquippa 

378 AlK|u.ppa 

379 Donora 

381 Mt. Washington 

KiNMvtlla 
384 Eltfaboth 
391 Pgh. Downtown 

421 Squirrel Hill 
Grwnfiatd 

422 Pah. Ensi End 
43f Mt,Ohv«r 

433 Pgh. Downtown 



' "' ' """" ' """" ■ -„« ,„„„ 

AD LOCATION GUIDE 




TO FIND THE GENERAL | 
LOCATION OF THE AD 
YOU ARE INTERESTED IN* 
USE THIS CHART AND 
THE FIRST THREE DIGITS 
OF THE PHONE NUMBER 



434 Pfh. Downtown 

446 Hormin* 

461 Munhall 

462 Homettaad 
W McKflttport 

468 Oalmont 

469 McKftsport 

481 Pgh. South Sida 
483 Charlaroi 

486 Gfcnshaw 

487 Glonshaw 
489 CMrleroi 
495 Baavar 

Rochtttar 
821 Haiahvood 

Qttnwood 
S23 J^anntlte 
626 East Brady 
M7 Jt^nnttta 



537 
839 
553 
561 

862 
563 

SG5 
566 
621 
633 



Wait Middtasex 
Brook lina 
Mt. Labanon 
Latroba 
tatrobd 

Pgh. Downtown 

Brooklina 

Baachviaw 

Pgh. Dpwntown 

Dormont 

Gretri Tr«c 

Pgh. Downtown 

Pfh Downtown 

Oakland 

Pflh. Downtown 



842 Pfh. Downtown 
844 Pgfi. Downtown 
853 Pleasant HilM 
855 Ptaasant Htlls 
661 East Liberty 
Stanton Hts. 
664 McKeesport 

672 McKwiport 

673 McKeesport 
678 McKeesport 

681 Oakland 
Shady sidd 

682 Bloorrtfictd 

683 Monasst^n 
W Bloomdeid 

^*«' 

692 Deny 

693 Oakdate 

694 Ocrry 

695 Imponal 



731 $wiaivMe 
Edgev/ood 
741 Sewickley - 

744 ^larrison City 

745 Canonsburg 
748 Canon sbuff 
751 McKeesport 
761 Avahin 

Emsworth 
255 Downtown 
766 Betlevue 

Emsworth 
787 Allison Park 
Dor sey villa 
771 Shcred^nArea 

774 Rochester 
Bea /er 

775 Rochester 
_ Beaver 

781 Etna 
Sharpshurg 

782 Asprnw^li 
•>••> 

787 Carnafiie 

788 Carnrgie 
793 Penn fiilli 
795 Penn Hilts 
821 Mitlvale 

Rovs & Shaler Twn. 
•32 O'Hara Twp. 

Sharpsburg 
•23 Monroeville 



«L JML6A_ 

•24 Moivoeville 
^ Turtle Credc 
•?• Ovkmont 
•aI BeM Parte 
•34 OroonslMM 
•36 BethetParC 
•38 Qrecnsbtifi 
•37 GfMiHbum 
•43 Bea«*f Fa^ 

N«»Oriphtoo 
•46 Bencr Falls 

NewBrighto«i 
859 C(«raopol4S 
•63 trwin 
•S4 <fwin 
•68 BadMi 
•72 West Newtofi 
••1 CesTe Stiannon 

BaMwifi 
•32 Car/ick 
••4 Castle ShaoAOA 

Brentwood 
•85 Whitehatl 

Brenfwuod 
•92 Pgh. Sooth t tills 
821 Crafton 
Ingram 
•22 Elliot 

Ingram 
•23 McKef*«riack« 
^ PWi. Ei»st End 
926 ftfcDonifld 
929 Belie Vc« .ton 
931 Wdlmston Hts. 

Wesfvtew 
•35 WeMtfrd 
936 Pgh. Dcwntown 
938 C»1tlornia 
941 KitcMurray 
961 Fgh. North Hills 
•63 FoxChapal 
Dorsayvtlie 
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Human Resources 



Journalism or English teachers. 



X Material Resources 



Filmstrip: How to Find a Job for Yourself F 44. 10 
Emphasize and discuss frames 1 to 13. 

Film: Finding the Right Job SM 444. 27 11 min. 

Includes a presentation of job-lead sources; emphasis on one of the crucial 
stages in obtaining a job; and how to establish a process of weighing offers in 
terms of your future goals and what the company has to offer. 

Walter James Greenlead, Occupations and Careers , McGraw-Hill Book Company, 
New York, 1965. 

Edward Hodnett, So You Want to Go into Industry , Harper and Brothers, Pub- 
lishers, New York, I960, 

United States Government Organization Manual , National Archives & Record 
Services, 1967-68. 

Department of Public Instruction, Commonwealth of Pennsylvania, The Penn- 
sylvania Manual^ 1969. 

Department of Public Instruction, Cotnmonwealth of Pennsylvania, School Laws 
of Pennsylvania, December, 1968. 

Roberta Roesch, Money, Jobs, and Futures, Macrae, Smith Co. , Philadelphia, 
1965. 

Joseph J. Famularo, Executive Profile, McGraw-Hill, Inc. ,^ New York, 1967. 



EMPLOYMENT CERTIFICATION 



Objective: To explain the necessity for employment certification of 

youth and the procedures for obtaining such certification. 

Motivation Activity: Inform class that all persons under 18 must obtain employ- 
ment certification (comhionly called working papers) before 
starting work. 

Note: Exception--!? year old high school graduate does 
not need certification--he is treated as an 18 year 
old youth. 

Developing Core: V/ork permits are issued by school officials at the following 

address: 

Pittsburgh Board of Education 
^ 341 South Bellefield Avenue (Oakland) 
Pittsburgh, Pennsylvania 15213 

The procedure below should be used to obtain working papers: 

1. Secure the application form shown on page 30. 

2. Obtain evidence of age such as birth certificate, 
passport, baptismal certificate, etc. 

3. Have a school official complete Section A, 

4. Take the form to the employer to complete Section B. 

5. Bring parent or guardian to complete Section C-- 
must be signed with a school official present or a 
notarized signature can be accepted if a parent 

^ can't come to the school. 

6. Take the form to the third floor of the Board of 
Education and present yourself for a physical 
examination- -the physician will complete the 
Record of Physical Examination on the back of the 
form--you can use your family physician. 

7. Take glasses,' if you wear them. 

REMEMBER, A NEW CERTIFICATE IS REQUIRED FOR 
EACH NEW EMPLOYER. 

Issuance of certificate may be refused for the following 
reasons: 

1. Age requirement- -minor may be too young for a 
particular job. 

2. Hours of employment- -excessive and/or within 
restricted hours. 

3. Job may be prohibited by law. 



4. The place of employment may be prohibited for 
minors. 

5. Others such as physical defects, unsatisfactory 
proof of age, lack of parent's consent to employ- 
ment, incomplete forms. 

Other Activities: Have a student who has obtained a work permit explain the 

procedure to the class. 

Discuss complications such as no birth certificate, etc. 
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PUOMISF:: OF VACATION FMPLOYMKNT CTlus ia NOT aii <fnplo)imnt coiiifu «te) 
(This record mu&t be kept for inspection in the files of the issuing officer.) 

A. litis sccMon to be completed by the issuing officer. 



(*<iint<t<>nwriil(h of IVtiiiNjUnnlu 

i)f:i»AitiMi:Nr of Ki)L'rAiio>f 

IIob9II HirrMhurL'. 1*11. 17l2i; 



Dale of Application 



Date of Birth of Minor 


Month 


Day 


Year 



Name of Minor Highest Grade Completed Vacation Employment Certificate No. 

Evidence of age accrpted and filed. Evidence shjll he required Date I?si«c:? 

In the order desij;nated. Cross out aU hut the oite accepted. 

U) Birth Certificate. Date Rgtnmfd 

(b) Hapti^mal Certificate. 

(c) Passpcrt. 

(d) Other documentary evidence (other than a school record) 

(e) Affidavit of parent or guardian accompanied by physicwn's 
statement of opinion to the age of nimor. 



Signature of Issuing Officer 



Name of School District 



B. This section to be complete^d by the prpspective employer. 
The undersigned expects to employ. 



. as , 



according to the foIIoHin^ schedule of hours: 



Kind of Work (Specif) machine, if any) 





^ndav 


Monday 


Tuesday 


Wednesday 


Thursday 


Friday 


Saturday 


Total Hours 
Per Vt^eV 


From 


To 


From 


I'o 


From 


To 


From 


To 


Froni 


To 


From 


To 


r'lum 


'To 


Durinf the ) A.M. 
































School year 1 P.M. 






























Diirinc Summei) A.M. 
































Vacation f P.M. 































Name of Firm 



Telephone Number 



Street or R. P. D. No. 



Post Office 



Zip Code 



Kind of Industry 



Signature of Owner, Supefintendcut or Manafjer 



C. This section to be completed by the parent or guardian. 

I, the parent or guardian of the above minor, do hereby agree to the issuance of an employment certificate for his employment 
under the above stipulations. 



Parent or Ci 



4 

uardian | 



Street or R. P. D. No. 



Post OAtee 



Zip Code 



Application for the emplo)ment certificate must be made in person by the parent, guardian or legal custodian, except for minors who 
show official proof of graduation from accredited senior high schools. 
DEBE-168 (1-70) (Formerly PICA-26) 
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BIRTH CERTIFICATE 



Objective: To show how to obtain a copy of a birth certificate if the 

original is lost* 

Motivation Activity: Inform class that proof of age is always necessary for em- 
ployment certification* 

Developing Core: If the student was born in Pittsburgh, they can obtain a 

copy of their birth certificate by going (in person) to the 
following location. 

Birth and Death Records 

5th Floor State Office Building 

300 Liberty Avenue 

Pittsburgh, Pennsylvania 15222 

Telephone 565-5113 for information. 

A $2.00 fee is charged for a duplicate birth certificate* 



Other students can obtain a copy of their birth certificate 
by using the application form shown on page 33. The forms 
are available at the State Office Building listed above. This 
application can be mailed to Harrisburg anytime and a copy 
will be sent to the student* 

A $2. 00 fee must be enclosed for the duplicate. 



See Location of Birth and Death Records on page 34 for 
additional information on obtaining birth certificates. 

Other Activities: Have a student who has obtained a copy of a birth certificate 

explain the procedure to the class. 



Discuss the importance of keeping your birth certificate 
and other vital information in a safe place for future use. 



REV,&/70 



DCPARTi^ENT OF HEALTH 
VITAL STATISTICS 



APPLICATION FOR A CERTIFIED COPY OF A BIRTH OR DEATH RECORD 
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Thit ft o receipl for ih* iotol omounf wm rmctiv<i from yov. Exempt 
> for any rofun<l we /lOve made — ffifs otnovnt moy btt crec//f«</ to ony 
future oppticoifon IF you rmtum thit form whtn yov re^opply. 



INDICATE NUMOER OF COPIES 
IN APPROPRIATE BLOCK 



□ BIRTH I I DEATH I I WALLET SHE 
LJ ^L_J '^^''^ 



NAME OF SUBJECT (riRST. MIDDLE. LAST| 



DATE OF BIRTH OR DtATH (MONTH. DAr, rtA«» 



PLACE OF BIRTH OR DEATH ICiTr, BOADUCh OH TOwnShIP) 



(COUNTY) 



FATHER'S NAME (FIRST, MIDDLE. LAST) 



PURPOSE DESIRED 



ADDRESS OF APPLICANT 



MOTHER'S MAIDEN NAME (FIRST. MtDDLE« LAST) 



SIGNATURE OF APPLICANT 



OFFICE USE ONLY 



FILE NUMBER 



INDEXED BY 



SEARCHED BY 



CERTIFIED NUMBER 



REFUND CHECK NUMBER 



AMOUNT 



INSTRUCTIONS ON REVERSE SIDE FOR VETERAN'S FREE COPIES 



DO NOT REMOVE THIS STUB 



IMPORTANT INSTRUCTIONS 
PlesM complete eii of tho ebovo Items. 

Th« fee for oech certification is two dotUrs ($2.00). Check or Money Order Should be made payable to: 
VITAL STATISTICS. PLEASE DO NOT SEND CASK 

The for • Wallet Card is one dollar f$1.00). A Wallet Card is not usually acceptable for a passport. 



Print Or Type Your Nome 
This Will Be Us«d To Moil 



And Address In The Spoce BoIowT"""*^ \ 
i\ The Certified Copy To Yob. 



NAME 



STREET 



CITY. STATE. ZIP CODl 



MAIL COMPLETED APPLICATION TO: 

Oepaftment of Health 
Division of Vital Statistics 
P. 0. Box 90 

Harrlslwri, PeihiSylOftia 17120 



REQUIREMENTS FOR FREE COPIES 

h Freo Copios Will Bo Usuod Only For Yotorons, Voforons' Wives And Thoir Mirwr Chiidron< (Wallet Cards 9n not issued fne J 

2. n Ronk, Orgonixotion, $«riol Numbor And Moiling Addross Of The Veteron Or His Dependent Must Be Supplied. 

3. Fre*i Will Bo Moiled Only To The Address Of The Veteron Or The Veteron's Dependent. 



TfilS PORTION TO B£ FILLED OUT BY VETERAN OR VETERAN'S DEPENDENT ONLY 



Veteron* s Nome 

Seriot Numbor 

Ronk And Orgonixoticn 



Stgnoture Of Veteron Or 01 Dependorit 
Petnt«o«iship Of Dop«nd»nt 



Mo. Mag Addrost Of Veieron Or D<ip«ndent 
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SOCIAL SECURITY NUMBER 
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Objective: 



Motivation Activity: 



Developing Core: 



To explain the necessity for a social security number and 
the procedures for obtaining a social security card. 



Inform students that everyone who works must have a 
social security number. You must have a number before 
your employer can pay you. 



To get a social security number, you must get an applica- 
tion form (sample shown below), complete it, and return it 
to the nearest Social Security Office. Be sure to fill in all 
the spaces on your application form--be sure to print the 
information. The Pittsburgh offices are at the following 
addresses: 

Downtown District Office 
915 Penn Avenue 

Hill Office 

2111 Centre Avenue 

East Liberty District Office 
6117 Penn Circle North 
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After yon have returned your completed form to the office, 
they will send you a small card with your social security 
number on it. This will be yours the rest of your life. No 
one else will have the same number. Keep your card in a 
safe place. Write the number on a slip of paper and keep 
it in your wallet. If you lose your card, do not apply for a 
new number. Apply for a new card that retains your old 
number. 



I 



Z£ wcoyiir^ — ---ii 

000-00-0000 



HAS BCEN CSTABltSHEO FOft 



SfSNATURg 



Phillip Middleton 



m $9CML SCCtlKTY MO TU riNtPOSCS-NOT FM nCNTlFICATIM 



When you give your new employer your social security 
number, he will ' . able to take social security taxes out of 
your pay. This will amount to a few pennies out of every 
dollar you earn. The employer gives an equal amount of 
money and sends it all to the Social Security A4ministration 
Office. The social security tax you and your employer pay 
is like a savings account at a bank. If you no longer work 
full time when you are 65 years old, you will get a social 
security check each month until your death. This makes 
certain you have a retirement income. In addition, fter a 
prescribed period of coverage. Social Security will pay you 
an income if you should happen to become totally and per- 
manently disabled. 

Other Activities: Have a student report on the history of social security. 

Invite a social security representative to ex, lain the 
rationale for and the benefits of social security. 

Obtain application forms and help students apply for social 
security numbers. 



I 
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Human Resources 
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Material Resources 



Film: Sam'l and Social Security SM2 589. 6 14 min. 

Shows through animation some of the latest features added to the Social Security 
Law. 
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APPLICATION FORM 



Objective: 



To analyze data most commonly requested on employment 
applications and to develop competency in completing sample 
applications. 



Motivation Activity: 



As a pretest, obtain sample application blanks and have 
each student complete one — at the end of the lesson, have 
each student again complete a blank. Have the student 
compare the two blanks. 



Developing Core: 



The application forms used by most companies may differ 
but most are designed to provide the employer with a com- 
plete background of your history, training, and other per- 
sonal information. Most employers will want you to print 
the information you fill in on an application blank. 

After you fill in an application form, check to see if you 
completed all items. Check your printing to be sure it is 
neat and easy to read. Check the information to be sure itm 
is correct. Check your spelling. Use the words ''none, 
''non-applicable,^' etc. in areas rather than leave questions 
unanswered. 

Make sure you understand the questions. Ask someone if 
there is something you don't understand. Take your "per- 
sonal data sheet" with you to assist you with completion of 
the application. 



Most applications include the following items: 

1. Name. 

2. Address. 

3. Telephone number. 

4. Social security number. 

5. Previous experience (name of company, super- 
visor, dates of employment). 

6. Education (schools attended and dates). 

7. Type of employment desired. 

8. Age — date of birth. 

9. Personal references. 

Applications may include Hobbies^ Further Educational 
Plans, Armed F orces Experience or Status, Relatives in 
Company, Home Ownership, Occupation of Parents, Rea- 
sons for Applying, Hair and Eye Coloring, Sex, Health 
Record, and Financial Obligations. 



ERIC^ 



Questions regarding arrest refer to adult arrest and do 
not include juvenile offenses. Be aware that misrepre- 
sentation on an application form is cause for dismissal in 
most companies. 

Other Activities: Show several sample application forms on the overhead 

projector- -f ill one in. 

Duplicate the application blank (pages 42 and 43) for the 
students to practice on, 

NOTE: This is very important. It should be covered thoroughly. Businessmen 
have repeatedly called attention to the unsatisfactory manner in which 
student job seekers and graduates fill in their application forms. 
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UNION CHEMICAL COMPANY 



APPLICATION FOR EMPLOYMENT 



PLEASE PRINT 
Name 



Dote. 



RRST 



AMDOiE 



UST 



Address. 



NUMBER 



Phone. 



STREET 

.Social Security No.. 



CITY 



STATE 

J)raff Status 



Have you ever been employed by us before? □ Yes □ No (Oieck One) 
Mote □ or Female □ (Qeck One) Age Height ^Weight- 



Date of Birth 



Place of Birth 




Work Permit Number (if under 18). 



Married? □ Yes □ No (Oieck One) Na of aildren. 
atizen? Yes □ No (Oieck One) 
Father's Nome 



-Other Dependents. 



1$ he living? Q Yes □ No (Oieck One) 
Mother's Nome 



Is she living? □ Yes □ No (Oieck One) 
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EDUCATION: 



Elementary SchooL 



-Froiii. 



Junior High School. 



-Front. 



Senior High School- 
Vocational School— 
Other Training 



-From. 



-From. 



-From. 



-to_ 



Jo- 



Jo. 
Jo_ 



Jo_ 



PREVIOUS WORK EXPERIENCE: 



List your previous jobs in order of last /ob first. 



Company 



1. 
2. 
3. 
4. 



Address 



Kind of Work 



REFERENCES: 



Do not list r^atives. 

Name 

1 

2 



Address 



Occupation 



3. 



Applicar^t's Signaturm 
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Human Resources 
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Material Resources 



Possible filmstrip: JOP APPLICATION, available through the Pennsylvania State 
Employment Service. 
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LETTER OF APPLICATION 



Objective: To demonstrate the ability to make written application for 

employment by writing letters of application. 

Motivation Activity: Ask students to obtain employment advertisements that ask 

for a written inquiry--have some available for students who 
can't locate any. Explore with the class information that 
needs to be included on a letter of application. Provide each 
student with a duplicate copy of the enclosed letter form on 
page 47. 

Developing Core: A letter of application is written to ask for an interview. 

It is usually sent to the personnel manager. The letter 
should include the following: 

1. The job you wish to be interviewed for — include 
this in the first paragraph. 

2. Give your age, education, and experience-- 
usually the second paragraph. 

3. If you have never had a job, indicate this--but say 
that you will try to be a good worker. 

4. Ask for an appointment for an interview- -in the 
last paragraph. 

The principal characteristics of a good letter are: 

1. Write clearly in ink or a typewriter. 

2. Be brief and businesslike. 

3. Use standard-size white paper. 

4. Spell all words correctly. 

5. Be courteous. 

Other Activities: Have each student write a letter of application to inquire 

about the employment advertisement they obtained. 

Uf e overhead projector or dittoed copies of the form 
(page 47) so that students can construct a proper letter. 

Explain folding letters for long and short envelopes and 
show how to address envelope- -explain necessity of correct 
addresses and zip codes. 



47 

Write a letter to an employer asking for a job that interests you. 

(Your street address) 
(Your city and state) 
(Today's date) 

(Person's name or his job with the company) 
(Name of company) 
(Street address) 
(City and state) 

Dear Mr. • 



Sincerely, 

(Sign your name here.) 



(Print your namQ here.) 
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Human Resources 



High school English teacher. 



Material Resources 



Film: Who Wrote That? SM 2 415. 14 14 min. 

Deals with the five important principles of good business letter writing. 



Film: Writing Better Business Letters SM 422. 4 10 min. 

Emphasizes the three principal characteristics of a good business letter: clarity, 
brevity, and courtesy. 
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TESTING 
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TESTING 

Objective: To analyze the kinds of tests commonly used by employers, 

to understand the purposes of employment testing, and to 
provide some practice in areas covered in tests for begin- 
ning jobs* 

Motivation Activity: Inform the class that you are an employer and you are 

looking for a person who is very strong and can lift over 
100 pounds* Ask if they can determine this by looking at 
a person* If not, how would they test him or her so they 
i could be sure the person they hired was able to do the job. 

Let the class develop tests for other kinds of work experi- 
ences such as the need for a person to type fast, etc* 

Developing Core: Employment tests are given to determine proper job place- 
ment, to measure the probability of success, and to predict 
leadership qualities for possibility of future promotion* 

The types of employment tests are: 

1* GENERAL KNOWLEDGE--math, measures, 

reading, spelling, vocabulary, and English usage. 

2. APTITUDE AND ABILITY (most widely used)-- 
terms, numbers, perception, judgment, precision, 
fluency, memory, parts, blocks, dimension, dex- 
terity, and motor. 

3. INTEREST AND ATTITUDE INCLUDING OCCU- 
PATIONAL INVENTORY- -interests, activities, 
experiences, outdoor, managerial, social service, 
verbal, operative, skilled mechanical, clerical, 
artistic, numerical, and persuasive. (There are 
no right or wvong answers on these tests. ) 

4. PERSONALITY INVENTORY--aggressiveness / 
initiative, sociability, emotional adjustment 
(stability), social adaptability, intelligent behavior/ 
analytical thinking, reflectiveness (thoughtfulness). 

The following are suggestions for students to prepare for 
an employment test: 

1* Get sufficient sleep the night before. 

2. Avoid rushing in the morning. 

3* Eat a good breakfast* 

4. Keep your mind clear (try to forget personal 
problems). 

5. Know where to go for test and be on time. 

6* Have aU necessary items, such as pencil, tools, etc* 
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The following are recommendations for students taking 
employment tests: 

1. Listen to all directions* 

2. Ask questions if somethm-g^ isn't clear. 

3« Survey the test to determine overall content. 
4« Read and reread directions carefully. 
5. Work at a steady pace that will allow accuracy. 
6« Write answers clearly and do neat work. 
7. Raise your nand for assistance, if you are per- 
mitted to do this. 

Emphasize the following to the students: 

1. IF IT IS A TIMED TEST, SKIP THE ANSWERS 
AND PROBLEMS YOU DO NOT KNOW--RETURN 
TO THEM LATER IF TIME PERMITS. 

2. MANY TESTS ONLY REQUIRE YOUR OPINION 
SO ANSWER THE QUESTIONS THE BEST YOU 
CAN--BE VERY HONEST BECAUSE MANY TESTS 
REPEAT QUESTIONS IN MANY WAYS TO CHECK 
THIS. 

3. IN TODAY'S JOB MARKET, MANY EMPLOYERS 
DO NOT RELY ON TESTING AS THEY DID IN THE 
PAST--PO THE BEST YOU CAN AND REMEMBER 
THE PERSONAL INTER VIE^(J(ND OTHER FACTORS 
WILL BE CONSIDERED BY THE EMPLOYER ALSO. 



Other Activities: Have students complete at least one pre-employment stan- 
dardized test or compan^y test- -if this is impossible, illus- 
trate examples from standardized tests using the overhead 
projector. SEE APPENDIX III FOR EXAMPLES. (The 
examples are not exact c \ estions taken from standardized 
tests. ) 

Arrange for some students to be tested through the Penn- 
sylvania State L .ployment SQrvice--arrange for a repre- 
sentative to con^e to the class to tell of his service. 



4k 
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Human Resources 



School counselors. 



Material Resources 



Fi^strip: Successful Student- -Skills for Today and Tomorrow, Part I, How to 
Take a Test F43. 2 43 f r. 

Book: Kenneth R. Adler, Pathway to Your Future. Bellman Publishing Company, 
Cambridge, 1964. 

Book: Joseph J. Famularo and Phillip S. Atkinson, Executive Profile, McGraw- 
Hill Publishing Company, New York, 1967, pp. 339-353. 

Book: W. George Crouch and Robert L. Zetter, A Guide to Technical Writing , 
3rd ed. , Ronald Press Co npany. New York, Chapter III, pp. 85-101. 

Book: Edward C. Gruber, Resumes That Get Jobs , Arco Publishing Company, 
Inc., New York, 1964. 

Pamphlet: Commonwealth of Pennsylvania, Department of Labor and Industry, 
Bureau of Employment Security, "Doing Your Best on Aptitude Tests, " 1968, 
#ES-2253^ 

Pamphlet: Dorothy Y. Sable, "How to Get a Job and Keep It Stick, " Vaughn 
Company, Texas, ^1969, pp. 24-36. 
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THE JOB INTERVIEW 



Objective: To stress the purpose of the job interview and to develop 

proper attitudes and behavior before and during the interview. 

Motivation Activity: The teacher should assume the role of the employer in order 

to illustrate questions, etc. that will be part of an interview. 
Thereafter, a student should play the role of the employer 
and the teacher the applicant. To illustrate improper appli- 
cant behavior, the teacher may wish to wear an old hat for 
the interview or mouth a toothpick, slouch in his chair, etc. 
This may evoke laughter; however, it will drive home the 
point you wish to make. 

Developing Core: Getting a job you have applied for often depends on how you 

look and act during the personal interview- -this interview 
usually follows the completion of the application- -the follow- 
ing information should be discussed with the class: 

1. First impressions are created by your appearance. 

2. DO NOT OVER- DRESS — clothing should be neat 
^ and conservative--see APPEARANCE unit that 

follows. 

3. Shoes should be polished and in good repair. 

4. Hair, nails, ears, and neck should be well 
groomed. 

5. Adequate use of deodorants is suggested since 
tenseness may cause unusual perspiring. 

6. Second impressions are formed by how well you 
are prepared. ; 

7. ARRIVE ON TIME--avoid rushing. 

8. Do not smoke, chew gum, eat candy, or use a 
toothpick. 

9. Be poised, relaxed, and SMILE. 

10. Know something about the company. 

11. GO ALONE— >do not take a friend. 

12. Have a pen or pencil with you. 

13. Be courteous. 

14. Use good English and answer questions in full — 
see ORAL COMMUNICATIONS unit that follows. 

15. Be ready to discuss salary. 

16. If a hand is extended to you, respond with a firm 
handshake. 

17. Bring important information (personal data sheet). 

18. Be prepared to answer a few personal qXiestions. 

19. Be HONEST, show INTEREST, point out your 
ASSETS. 

20. Ask questions. 
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21. Thank the interviewer and receptionist. 

22. Be a part of the conversation--*avoid simple Yes/ 
No answers except where they are appropriate. 

23. If the employer seems interested in you, ask for 
an employees' handbook just before you leave, 

24. You may be interviewed by more than one person. 
You may be invited to continue your talk at lunch 
(usually paid for by the employer). 

25. If you are told, '^We will be in touch with you, ** 
accept that--it may be true! However, don't stop 
looking until an employer says, ''You're hired!" 

26. Allow the interviewer to end the interview. Also, 
allow him to lead the conversation, 

27. Avoid discussing your ''personal problems. " 

28. Remember you are there to politely convince the 
employer that you can be of value to him. 

29. When asked what kind of job you want, never say, 
"I'll do anything. " This is your personal decision- 
don't ask the employer to make it for you. 

30. Be prepared to answer the question, "Why do you 
want to work for this company? " 



Other Activities: Arrange some mock interviews using the students in the 

class — emphasize one or two of the above points by giving 
the players selected questions and answers if necessary-- 
'he applicant should be ready for surprise questions as: 

1. What can I do for you? ^ 

2. What can you tell me about yourself? 

3. Why do you wish to work for the company? 

4. What do you plan ten years from now? 

5. What do you like best in school? 

6. How was your attendance? 

The job seeker may ask the interviewer the following 
questions: 

1. What are the hours? 

2. What is the salary? 

3. Are there fringe benefits? 

4. Do you have on->the-job training? 

5. What about promotion? 

All interviews, including the real ones, should be followed 
by self- evaluation --the students should ask themselves the 
following questions: 

1. How did I answer the questions? 

2. Did I exhibit good manners? 

3. What questions should I have a^ked? 

4. What could I have said /done that would have made 
me more effective? 



Invite a personnel director from industry to speak to the 
group — perhaps he or she will participate in the mock 
interviews. 

Have the students prepare a checklist such as the one on 
page 57 to be used before appearing for the interview. 



JOB INTERVIEW CHECKLIST 

1. Do I have all the information and papers I will need for a job interview? 

Soicial Security Card 

Working papers 

Proof of age (birth certificate) 

Licenses 

Military record 

School record 

Union card 

Names and addresses of references 

Names of former employers, dates of employment 

2. Do I know something about the company? 

3. Do I have a good reason for wanting to work for this company? 

4. Am I aware of the opportunities for advancement in this company? 

5. Am I familiar with the salary scale for a job such as that for which I am 
applying? 

6. Are there any working conditions which would make me unhappy on this kind 
of job? (Example: Am I willing to work a swing shift? ) 

7. Am I willing to tolerate these conditions in order to gain experience? 

8. What alternatives do I have if I am offered this job? What procedure should 
I follow if I am not offered the job or if I decide I do not want this job? 

9. What is my immediate goal? 
10. What is my long-range goal? 



Human Resources 



Home Economics teacher. 



Material Resources 



Filmstrip: Occupation Education (Male), The Job Interview F44, 5 31 fr. 

Filmstrip: How to Get a Job and Keep It, frames 23 to 30, F44, 10 

Films trip: Manners Make a Difference: Do's and Don'ts in Good Manners , 
Why Have Good Manners F45,7 

Filmstrip: Your Posture, Good or Bad F49. 13 

Film: By Juniper SC-501 27 min, (University of Pittsburgh D, E, film library, 
phone 621-3500, ext. 510) Improving the attitude cf man toward man. 



Booklet: ^'Merchandising Your Job Talents, United States Department of ^ 
Labor, W. Willard Wirtz, Secretary, Manpower Administration. 

Booklet: "Making the Most of Your Job Interview, " New York Life Insurance . 
Company. 

B«>*W£t: "How to Find and Apply for a Job, " Helen J, Keily and R. G. Walters, 
South-Vestem Publishing Co. , Cincinnati, I960. 

Booklet: "The Job You Want," Margaret E. Andrews, Gregg Division, McGraw- 
Hill Book Co. , New York, 1968. 

Booklet: "How to Prepare Yourself for Job Interviews, " Pennsylvania State 
Employment Service. 

Booklet: "How to Get and Hold the Right Job, " Pennsylvania State Employment 
Service. 




Copies of the Job Interview Checklist have great value and enough copies should 
be made available to each student being given this lesson could fill out such a list 
for his own personal records. 
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APPEARANCE 



Objective: To instill the desire toward good grooming and proper 

attire for employment. 

Motivation Activity: Since dress and grooming are independence symbols among 

young people, this topic should be handled carefully. DO 
NOT inform the group about the best way to dress --try to 
get them to determine this themselves. You may wish to 
use one of the following activities to accomplish this. 

Conduct a **rap session'* on dress in today's society* 
Talk about party clothes, school clothes, work clothes, 
etc. Let the students explore what they should wear and 
when they should wear it. 

Have several students relate some of our recent TV com- 
mercials dealing with good or poor grooming. Have them 
investigate some of the products to determine if they work 
or not. Have group come to some conclusions on which 
work and what is really necessary for good grooming. 

List two columns on the chalkboard regarding acceptable 
dress for young people and acceptable dress for adults. 
Talk about who does the hiring and firing in the work com- 
munity. Inform the group that a sports team must wear 
acceptable dress for the occasion. The interview requires 
a certain kind of clothing; the job usually requires another 
kind. Show that it is important to be neat and clean no 
matter what clothing you wear. 

Have the group hold a contest for the best dressed boy and 
girl. Have the students vote using a rating sheet listing 
the items below. Provide a reward such as tickets to a 
movie, etc. 

Developing Core: Check your dress and grooming carefully for the following: 

1. Hair--clean and trimmed. 

2. Face — clean and shaven. 

3. Teeth — brushed with no unpleasant breath. 

4. Hands — clean with trimmed nails. 

5. Body — bath and deodorant. 

6. Outfit — conservative, clean, pressed. 

7. Socks — clean, no holes, not white. 

8. Shoes--shined, not badly worn. 

9. Posture--stand tall and straight, no hands in 
pockets. 



Human Resources 



Home Economics teacher. 

Health teacher. 

Physical education teacher. 

Material Resources 

Virginia Bailard and Ruth Straus (137 B15a) Ways to Improve Your Personality , 
McGraw-Hill Book Company. 

E. G. MacGibbon (174 Ml6a2) Fitting Yourself for Business, McGraw-Hill Book 
Company. 

E.G. MacGibbon (395 M16a) Manners in Business, The MacMillan Company. 

Allen R. Russon (174 R92) Business Behavior, South-Western Publishing Com- 
pany. 

Carolyn^ Hasner Shaw (395 S534) Modern Manners, E. P. Dutton & Company, Inc. 

P. Stratton (395 S91a) Your Best Foot Forward, McGraw-Hill Book Company. 

Joseph Famularo and Phillip S. Atkinson (174 F215) Executive Profile, McGraw- 
Hill, Inc. 

Ruth Tollman (G619.49 M68) Guide to Beauty--Charm>-Poi8e, Milady Pub- 
lishing Corporation. 

Film: Hair Care SM2449. 34 

Film: How to be Well Groomed SM449. 30 . 

Film: Improving Your Posture SM449. 19 

Film: Personal Health for Girls SM449.26 

Film: Personal Hygiene for Boys SM449. 27 

Film: Posture and Exerciae SM449. 11 

Film: Your Cleanliness SM449.28 

Film: By Juniper SC- 501 27 min. (University of Pittsburgh D. E. film library, 

phone 621-3500, ext. 510) Improving the attitude of man toward man. 
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Filmstrip: Grooming for Girls Series 6 filmstrips F49. 6 - F49. 14 
Filmstrip: Your Posture, Good or Bad F49. 13 

Filmstrip: Manners Make a Difference; Do's and Don'ts in Good Manners, 
Why Have Good Manners F45. 7 

Filmstrip: Health Series F49. 1 - F49. 5 



64 



ORAL COMMUNICATION 



To develop an understanding of the importance of improving 
oral communication in telephone usage, interviews, and 
other job-related situations. 

Since slang, obscenity, and boisterousness have become 
habitual with many young people, this topic should be 
handled carefully. DO NOT inform the group about the best 
way to talk and act — try to get them to determine this them- 
selves. 



Motivation Activity: List two columns on the chalkboard labeled acceptable slang 

and unacceptable slang. Talk about the interview and job- 
related situations. Ask each student to list words or phrases 
in one of the two columns. Allow the cl<iss to determine 
which, if any, would be appropriate in different situations. 
Try to get them to understand the importance of using the 
correct language when the situation requires it. Inform 
them that their job could be the penalty for using improper 
language. 

Developing Core: Good oral expression is important for many reasons. 

Some are as follows: 

1. Helps convey your ideas, your attitudes, and needs. 

2. Adds to your self-confidence and poise. 

3. Helps eliminate quarrels and misunderstandings. 

4. Allows you to show displeasure in an appropriate 
manner. 

5. Shows respect for fellow employees andssuperiors. 

It is often necessary to use job-related oral expresshn} when 
--answering help wanted ads by telephone, talking at job 
interviews, asking questions relating to performance on the 
job, conversing with supervisors and fellow employees, 
speaking to c^'stomers or clients, sharing work information 
with employ, s, using the telephone, conveying messages 
and instructions, etc. 

Use titles and last names (Miss Jones, Mr. Bennett) until 
you are better acquainted with fellow employees and super- 
visors. It is wise to use titles and last names with superiors 
until they ask you to use their first names. 



Objective: 



Caution: 
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Facial expressions can communicate warmth and friendli- 
ness just as much as the spoken word. Remember to: 

1. LOO^C AT THE PERSON TC WHOM YOU ARE 
SPEAKING. . 

2. SMILE RELAX. 

3. BE EASY-GOING AND PUT OTHERS AT EASE. 

Act and speak as though you wish to be a part of the com- 
pany, not apart from it. Use "hello, " "good morning, " 
"good afternoon, " ax d "goodbye" when appropriate. 
Apologize when you find you are wrong. Always listen 
carefully. 

Always communicate information concerning absence or 
lateness. Inform your supervisor or employer as far in 
advance as possible. Do this yourself. Speak to someone 
that knows you. Do not leave a message with a fellow em- 
ployee. Indicate when you expect to return to work. Call 
again if this changes. Explain the reason for your absei.ce 
or lateness. REMEMBER, IF YOU ALWAYS TELL THE 
TRUTH, YOU WILL NOT NEED TO MEMORIZE WHAT YOU 
SAY. 

It is difficult to speak well when you are emotionally upset. 
Wait until you are calm and can collect your thoughts. Do 
not insult those with whom you disagree. YOU MAY WIN 
THE BATTLE, BUT LOSE THE WAR. Do not be afraid to 
admit to mistakes --all new employees make them. Learn 
from your mistakes. 

When using the telephone, the following suggestions should 
help you communicate effectively. 

1. Speak clearly (no gum, smoking, etc.). 

2. Have pencil and pad for messages. 

3. Speak slow and directly into mouthpiece. 

4. Develop a listening ear and concentrate on what 
is being said by the caller. 

5. Give accurate information. Obtain accurate 
info rmation. 

6. Write the rame and number of callers. 

It is important to be aware of the existence of standard and 
non-standard speech forms. It is important to understand 
that both forms can be used as an effective .r.ode of communi- 
cation. It lo equally important to be prepared to use standard 
forms of speech at the appropriate time. 
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Other Activities: Have students give short extemporaneous talks on such 

subjects as f^xplaining tardiness, asking to be excused 
from school, telling what he did on the job, making an 
introduction, etc. Tape talks and play back* Have the 
students identify and correct grammatical errors, slang, 
and other errors. 

Have students list and discuss uses for the telephone in 
business and industry* Allow students to role play answer- 
ing a business phone, taking messages, etc* 

Play "GOSSIP''--Teacher whispers phrase to first student 
who whispers what he heard to second student who whispers 
what he heard to third student, etc* Last student who re- 
ceives message reports what he heard* Discuss the impor- 
tance of speaking distinctly and listening attentively* 

Discuss which jobs require good oral expression* Also, 
which jobs require little oral expression* List some of 
these. 

Use **Teletraining** equipment (available from Bell Telephone 
Co*) for role playing situations in use of the telephone* 



Human Resources 

English B\Li\ Speech teachers. 
Home Ecoromics teacher* 



Material Resources 



Filmstrip: Why Study Grammar F31.19. 

Film: A Manner of Speaking SM3 415. 12 28 min. 

A dramatization about a businessman, the failure of whose car causes the post- 
ponement of a meeting scheduled with one of the firm's best customers. Shows 
how a series of badly handled telephone calls by the businessman and his staff 
result in the cancellation of the contract. (Also available from Bell Telephone^ ) 



Film: Speech: Effective Listening SM2 425. 17 15 min. 

Demonstrates the importance of effective listening in the communication process. 
Points out the obstacles to effective listening and suggests ways for the listener to 
become aware of these obstacles and to remedy them. 

r 

Film: Improving Your Pronunciation SM 425.2 10 min. 

Improvement of these basic rules: Pronounce every syllable. Pronoimce each 
sound correctly. Use accepted pronunciations. Use natural pronunciation. 



Film: Listen Please SM-lAl, University of Pittsburgh, D. E. Library. 11 min. 
Stresses the importance of listening to the other person. Presents a variety of 
situations in every day as well as on-the-job supervision. 



Film: Thanks for Listening 30 min. Call Bell Telephone Business Office to 
obtain film. Illustrate value of good telephone habits. 



Film: The Voice of Your Business 12 min. Call Bell Telephone Business Office 
to obtain film. Simple rules of good telephone usage. 



TRANSPORTATION--PITTSBURGH 



ON-THE-JOB SUCCESS 
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ON-THE-JOB SUCCESS 
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ON-THE-JOB SUCCESS 



Objective: To list, define, and develop an appreciation of those personal 

and job-related 'factors which contribute to job retention. 

Motivation Activity: Have students explore the qualities they look for when 

choosing a friend. They may write these on a sheet of 
paper, exchange them and then each student can read 
aloud the one he received from his classmate. The teacher 
should then relate the similarities between employer/ 
employee and two friends. Also, note the differences. 

Ten important traits are jiecessary to have success on a 
job--they are: 

1. GO TO WORK EVERY DAY. 

2. ALWAYS BE ON TIME. 

3. BE WILLING TO WORK HARD. 

4. DO NOT BE DISHONEST OR CHEAT. 

5. DO NOT BE CARELESS. 

6. USE GOOD MANNERS. 

7. BE WILLING TO LEARN. 

8. DO NOT GCSSIP OR BE A TROUBLEMAKER. 

9. KEEP YOURSELF NEAT AND CLEAN. 
10. FOLLOW THE RULES OF THE COMPANY. 

* 

If you have these ten traits, you will be a good worker. It is 
unlikely you will ever be fired; you may get promoted to a 
better job with higher pay. Keeping a job and getting pro- 
moted should be very important to you since a job, for 
most people, is an integral part of adult life. 

Other Activities: GO TO WORK EVERY DAY--explore the statement, »'A 

friend is one who is always there when you need him. ^* 
An employer needs the worker and expects him to be there. 
Place the student in the place of the employer and ask what 
he would do if someone does not show for the job everyday* 
Show the students how to report off when they are sick and 
inform them of the necessity of knowing how to contact 
their employer if they must report off. See page 73 for 
ABSENCE REPORT. 

ALWAYS BE ON TIME- -No one likes to wait for anybody-- 
explore the phrase, *'Time is money, and relate the cost 
to an employer if an employee is always late. Inform the 
student that they should call the employer as early as 
possible if they are going to be late. 



Developmg Core: 
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BE WILLING TO WORK HARD- -invite an alumnus who has 
achieved job success and promotion as a result of hard 
work-*have him conduct a '*rap session'* with the group con* 
ceming the following: doing what you are told, the value of 
asking questions, how to handle unfair requests by the em- 
ployer, how to stay happy with your job, etc. Discuss 
''im willingness to do a little extra on youx^^own. " 



DO NOT BE DISHONEST OR CHEAT --discuss how cheating 
may really be ''cheating yourself'* and dishonesty imposes 
the burden of remembering everything you have lied about 
so as not to be ''caught. " 

DO NOT BE CARELESS --divide the word into two parts- - 
care and less — ask the group to define each work — "A friend 
is one who cares, " and less means not enough--not enough 
on a job usually means dismissal. 

USE GOOD MANNERS--choose one of the following film- 
strips on manners. See page 61, 

MANNERS MAKE A DIFFERENCE 
• WHY HAVE GOOD MANI^ERS? 

BE WILLING TO LEARN— discuss the statement, "The 
more you^earn, the more you earn." Show how this can 
mean job advancement. Invite a person who has learned 
while on a job to present their story to the group. Discuss 
the inevitability of making mistakes and that one should 
J.earn from them. 

DO NOT GOSSIP OR BE A TROUBLE MAKER --play a game 

with the class or a small group as follows: 

Write a short statement on a sheet of paper and 
tell it to the first person in secret--he whispers 
it to the next person, etc. Have the last person 
tell what he heard. Read the statement to the 
class. 

The difference in the stories should show the group how 
harmful rumors and gossip can be. Discuss why the 
employer needs harmony among his employees and why 
troublemakers are fired. 

KEEP YOURSELF NEAT AND CLEAN--have a dress up 
day and ask each student to grade himself on his dress -- 
invite the home economics teacher into the class to speak 
about being neat and clean --explain wearing the right type 
of clothing for the right job and how they still can be neat 
and clean. 




FOLLOW THE RULES OF THE COMPANY--explore a 
society that has no rules to show the students how necessary 
rules are for humans --have the students form a group with 
no rules and see if any.become necessary--show how this 
relates to the employer and his company. Page 74 shows 
the rules of a local company that are given to each begin- 
ning employee. Discuss these rules. 



NOTE: YOU MAY WISH TO DISCUSS THE "PROBLEMS 
ON THE JOB" SHEET on page 75. 



EMPLOYEE RESPONSIBILITIES 



Be sure that you are on time for work. Allow extra time until you have a 
pattern worked out. If you know that you will be late, phone in. 

Make up your mind that you will be at work every day. If something happens 
such as sickness, to prevent your working, notify your supervisor by tele- 
phone as early as possible. 

Note: Being late for work and '^taking the day off" are the two most common 
reasons why an employee starting out with a company is not promoted, is 
not given a raise, and often may be fired. 

You are allowed to be away from your work area at certain times. Make 
sure you have a good reason when you Ipave your work area; let somebody 
know where you went, and don't stay toxi long. 

Make sure you follow instructions. If you are not sure about something, 
ASK QUESTIONS! 



You are expected to turn out a certain amount of work. At least do that. ^ 
Do it as well as you can. Be aware that it may take a little time to equal 
the production of those with more experience than you. Don^t be discouraged. 
Your employer knows it will take time for you to become proficient. He 
expects only that you try hard and show an interest in your performance. 

If you make a mistake, admit it. Find out what was wrong. Practice so that 
it is not repeated. 



Make friends with your co-workers. They can teach you more about the 
company and your job in a couple of weeks than you could learn by yourself 
in six months. 



Keep your eyes open for a chance to advance. Make sure your supervisor 
knows that you want to advance. Prepare yourself for advancement by what- 
ever method is appropriate to the job and company (more schooling/training, 
etc.).- 
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I PROBLEMS ON THE JOB 

II. An employee that is continually late. The boss speaks to him about the prob- 
lem. Hoes does the employee answer? 

12. The employee has a bad habit of forgetting names of the people on the job. 
He also forgets where things, that he needs, are stored. How does he 
handle the problem? 

r 

* 3. The boss can be nasty when the employee makes mistakes. The boss uses 

bad language and is not considerate of the employee's feelings. What can the 
employee do about this problem? 

4. You are called into the office and given four or five things to do for that 
I day. Having so many directions to follow at one time, you become confused, 

but^you know that the work must be done. How will you handle this situation? 

I 5. You .do not know the tilings to be done on the job to be successful. You have 

asked three or four questions that morning, but you need additional informa- 
tion. What will you do? -4 

^ 6. The boss keeps calling you ''Hey KidT' How will you get the employer to 

remember your name without causing conflict? 

7. You made bad Bus connections several days and were late for the job; How 
will you handle this situation? 

8. You were given the company handbook. The rules, regulations, and job 
descriptions were outlined in the book. Because you haven^t read the manual, 
you are constantly making unnecessary mistakes. How will you respond when 
the boss calls you in to talk to you about your problems in this area? 

9. Conduct a job interview using some of the same techniques that the inter* 
viewer used in the film? 

j '^"-^flU^Can you think of any other problems that might occur on the job? 



l; 

1: 
I 



Human Resources 

Home Economics teacher. 
Health teacher. 



Material Resources 



Film: How to Keep a Job SM 444. 21 10 min. 

Job success is dependent upon more than a wise selection of vocation, more than 
the right attitude toward work itself, more than the wise selection of a particular 
position. Although all of these are important, job success means getting along 
with fellow workers, conduct of work, attitude toward company and several other 
factors which this film explains. 



Film: Personal Qualities for Job Success SM 444. 10 10 min. 
Young people will see high school graduates applying for jobs and will learn the 
importance of business-like work habits, willingness to take criticism and the 
ability to get iflong with others--all elements of job success. 

Film: The Gossip SM2 445. 36 13 min. 

Dramatizes a high school situation in which gossip, rumors, and failure to check 
facts lead to distressing misunderstandings among friends. Designed to stimulate 
thought and discussion on these general problems. 



Film: Improve Your Personality SM 445.29 10 min. 

Emphasizes that personality is not a vague, glamorous attribute of the fortunate 
few, but a part of each individuaPs character. Shows how personalities can be 
developed, adapted, and controlled. 
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ON-THE-JOB SAFETY 



Objective: To develop safety habits that should oe exercised at work. 

Motivation Activity: Write the slogans, "Safety is everybody's business/' and 

"The life you save may be your own, " on the chalkboard. 
Discuss these and other slogans with the group. 

Developing Core: Three reasons for developing safety habits al*e: 

1. Major auccidents may cause dealk or disability 
and loss of income for life* 

2. Minor accidents are painful and may cause loss 
of time from work* 

3, The careless worker can cause accidents to him- 
self and/or his fellow workers. 

Safety is important to employers because: 

1, Workers who are careless are labeled "accident 
prone," 

2, Accidents cause interruptions of work schedules, 
r>. Accidents which cause employee absenteeism are 

a concern to employers, 

4, The employer may need to pay higher insurance 
premiums if too many accidents occur; in fact, 
his insurance could be cancelled. 

Other Activities: Hav*. the class develop safety rules in relation to the 

following items: 

1, Lifting 

2, WalkincT 

3, Handlii2 carrying objects 

4, High places 

5, Tools 

6, Office and factory equipment 

7, Flammables 

8, Dirty work areas 

9, Electrical hazards 
10* Accident reporting and treatment of injuries 

11. Preventing accidents 

12, Horseplay and practical jokes 



Invite a speaker from the safety division of a local industry 
to '-"CUSS safety with the cla' Have him bring statistics, 
signs, pamphlets, etc, related to his plant safety program. 



{ 
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Discuss the positive actions to ellimina .3 or reduce the 
effect of the following human factors which cause acci- 
dent8--emotionaI tensions, over confidence, insufficient 
knowledge or skill, physical illness, unusual excitement, 
fear, excessive pressure's. 

Make certain each student is aware of the survival words 
on page 80, 
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ALL STUDENTS SHOULD KNOW THE FOLLOWING WORDS FOR PROTECTION 
AND INFORMATION: 



BE CAREFUL 

INFLAMMABLE 

DANGER 

DOCTOR 

ENTRANCE 

EXIT 

POLICE 

SLOW 

SCHOOL 



EXPLOSIVES 

DYNAMITE 

FIRE ESCAPE 

GO 

STOP 

HELP WANTED 
BOY 

WET PAINT 
KEEP OFF 



FIRE 

BUS STATION 
NO TRESPASSING 
POISON 
PRIVATE 

RAILROAD CROSSING 

GIRL 

MEN 

WOMEN 



BASIC SIGHT VOCABULARY OF 220 WORDS 



CONJUNCTIONS 


PRONOUNS 


ADVERBS 


ADJECTIVES 


VERBS 


and 


he 


again 


a 


am 


let 


as 


her 


always 


all 


are 


like 


because 


him 


around 


an 


ask 


live 


but 


his 


away 


any 


ate 


look 


if 


I 


< before 


best 


be 


made 


or 


its 


far 


better 


been 


make 




me 


fast 


big 


bring 


may 


PREPOSITIONS 


my 


first 


black 


buy 


must 


about 


myself 


here 


blue 


call 


open 


after 


our 


how 


both 


came 


pick 


at 


she 


just 


brown 


can 


play 


by 


that 


much 


clean 


carry 


please 


down 


their 


never 


cold 


come 


pull 


for 


them 


no 


eight 


could 


put 


from 


these 


not 


every 


cut 


ran 


in 


they 


now 


five 


did 


read 


into 


this 


off 


four 


do 


ride 


of 


those 


once 


full 


does 


run 


on 


us 


only 


funny 


done 


said 


over 


we 


out 


good 


don't 


saw 


to 


what 


so 


green 


draw 


say 


under 


which 


soon 


hot 


drink 


see 


upon 


who 


then 


kind 


eat 


shall 


with . — • 


you 


there 


light 


fall 


show 




your 


today 


little 


find 


sing 




- 


together 


Jong 


fly 


sit 






too 


many 


found 


sleep 






up 


new 


gave 


start 






very 


old 


get 


stop 






well 


one 


give 


take 






when 


own 


go 


tell 






where 


pretty 


goes 


thank 






why 


red 


going 


think 






yes 


right 


got 


try 








round 


grow 


use 








seven 


had 


walk 








six 


has 


want 








small 


have 


was 








some 


help 


wash 








ten 


hold 


went 








the 


hurt 


were 








three 


; is 


will 








two 


i jump 


wish 








warm 


Ikeep 


work 








white 


^know 


woul. 








yellow 


laugh 


writr 
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Human Resources 



I 

i 
I 
I 



Health teacher* 



Material Resources 
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CHILD LABOR LAW 



1 
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CHILD LABOR LAW 

Objective: To establish an awareness of child labor laws,, to define the 

legal hours of work for youth and to develop an understanding 
of the objectives of such laws. 



Motivation Activity: Invite an elderly citizen, to tell the class of employment con- 
ditions when he was a child — before the child labor laws 
were enforced. 

In a very quick manner, form a company and act as an em- 
ployer. Hiie one of the students and make some unreason- 
able demands that would break some of thf child labor 
laws. Begin a discussion when the complaii ts start coming 
from the student. 



The purposes of child labor laws are as follows: 

1. To assure youth the opportunity to obtain an edu- 
cation. 

2. To safeguard the health and well-being of young 
workers and to protect them from injury as a 
result of hazardous occupations. 

3. To help students make a better transition from 
school to work. 

Legal hours of work for youth under 16 during the school 
year: 

1. Not more than 4 hours on school days. - 

2. Not more than 18 hours per week (Mon. -Fri. ). 

3. May work an additional 8 hours on Saturday or 
Sunday, for a total of 26 hours per week. 

4. Not more than 6 days a week. 

5. May not work befo.re 7 a.m^ or after 7 p.m. 
Exception: Minors under 16 years of age may be 
employed distributing newspapers, magazines, 
or other publications between the hours of 6 a.m. 
and 8 p. m. 

Legal hours for youth 16 and 17: 

L Not more than 8 hovrrs per day. 

2. Not more than 28 hours per week (Mon. -Fri. ). 

3. May work an additional 8 hours on either Saturday 
or Sunday, for a total of 36 hours per week. 

4. May not work before 6 a. m. or after 11 p.m. 

5. The following method of prorating the weekly 
hours of employment permitted for 16 and 17 year 



Developing Core: 
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old students during a school week has been approved 
by the Department of Labor and Industry: 

5 school days — 28 hours 

4 school days, 1 vacation day 32 hours 

3 school days, 2 vacation days 36 hours 

2 school days, 3 vacation days — 40 tiours 
" 1 school day, 4 vacation days 44 hours 

A 30-minute meal period is required for all minors after 5 
hours of continuous employment. 

Child labor laws require minimum ages for employment in 
certain hazardous occupations--these are explained in 
Appendix V. The requirements should be presented to 
students • 



Other Activities: Have students prepare a Daily Time Budget as follows: ♦ 

ACTIVITY FROM TO HOURS MINUTES 

Get ready for school 
Breakfast 
Travel to school 
School hours 
Lunch 

Travel to work 
Employment hours 
Travel home 
^ Supper 

(Continue with other activities) 

Total Hours (Should equal 24) 

Discuss such things as stayi^ng up late, missing meals, 
home responsibilities, health problems, disagreements, 
and othei. factors w^hich could interfere with a time schedule. 

This can show the student the reasoning behind the legal 
hourfr of work as described in the child labor laws. 

NOTE: ADDITIONAL INFORMATION IS AVAILABLE ON 

THE CHILD LABOR LAW BY CALLING THE STATE 
OFFICE BUILDING IN PITTSBURGH. TELEPHONE 
391-2100, Ext. 253. 

QUESTIONS ON INTERPRETATION SHOULD BE 
DIRECTED TO: 

Pa.. Dept. of Labor and Industry 
Bureau of Labor Standards 
Room 1404 
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WAGE AND BENEFITS LAWS 



Objective: To develop an understanding of federal and state laws affect- 

ing wages and benefits. " 



Motivation Activity: Ask the class what they think of the law. Many different 

reactions should come from the group. They should deter- 
mine th£^t some laws are good and others may be poor. 
Inform them that there are good laws related to the worker. 



Developing Core: Many laws have been passed^o improve the conditions of the 

workers. The following are important to know about: 

1. FEDERAL FAIR LABOR STANDARDS ACT-- 
establishes a minimum hourly wage--establishes 
40 hours as maximum working hours a week at 
regular rate- -specifies that the overtime rate 
shall be the regular rate, plus at least 50 percent 
of the regular rate as a premium payment for 
overtime hours-*^pplies to firms- engaged directly 
or indirectly in interstate commerce. 

» 

2. FEDERAL INSURANCE CONTRIBUTIONS ACT 
(SOCIAL SECURITY)--employer withholds a per- 
centage of employee's wages and contributes an 
equal amount to the Social Security Accoimt of the 

y employee- -this provides future retirement income. 

3. STATE WORKMEN'S COMPENSATION INSURANCE 
--requires employers to provide insurance for em- 
ployees and their families covering losses due to 
injuries or death sustained in the course of employ- 
ment--the employer pays total contribution. 

4. PENNSYLVANIA UlSfEMPLOYMENT COMPENSA- 
TION TAX — the employer pays the tax--fvmd is 
used to pay persons unemployed, due to lay-off 
through no fault of their own, for 18 to 30 weeks 
based on their earnings during the base year 
period--the maximum is now $80 per week. Un- 

^ employment Compensation is not paid to employees 
of non-profit institutions (hospitals, school board, 
social service agencies, etc. ). 



/ 
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5. PENNSYLVANIA MINIMUM WAGE LAW--stipu. 
lates the minimum wage that must be paid in em- 
ployment not covered under the Federal Fair Labor 
Standards Act--mintmum rate is now $1. 60 per 
hour--this can be less under certain conditions 
such as on-the-job training, etc. 



6. PENNSYLVANIA WAGE PAYMENT^T^D COLLEC- 
TION LAW--all wages due his employees must be 
paid by the employer on regularly scheduled pay- 
days-fallows employers to make wage deductions 
required by law- -enables an employee to take legal 
action to recover wages due plus liquidated damag^^ 



Interview or invile an older member of the commutiit to 
speak about working conditions in the ''good old days. " 

Discuss physical working conditions --light, air, safet/ 
conditions, laws specific to women employees, etc7- 

Discuss employee's right to know these laws and conditions • 

Discuss employee's right to ask que ''ions pertaining to 
employer obligations. 

Talk about the channels of communicati'bn for employee 
complaints. 




Human Resources 



Social studies teacher. 

Allegheny County Bar Association. 

Neighborhood Legal Services. 

Department A Labor, Child Labor Division. 



Material Resources 



r 



PAYROLL DEDUCTIONS 



Objective: To develop an understanding of payroll taxes deducted each 

pay period and to provide some understanding of tax com- 
putations. 

Motivation Activity: Ask the group to name some of the great heavyweight fighters 

of all time. When Joe Louisas name is mentioned, ask the 
group what happened to him. This will bring to their atten- 
tion a sad story of a great man who did not know how to 
figure his own income tax problems. This should inspire 
them to listen to some facts on payroll deductions. Explain 
*'gross" and "net" pay. ^ 

Developing Core: The basic payroll deductions for most people are the 

following: 

1. FEDERAL INCOME TAX--also referred to as Inc. 
Tax (Income Tax), F. W. T. (Federal Withholding 
Tax), I. T.W. (Income Tax Withheld), or Fed. Tax 
(Federal Tax)--deductions are based on number of 
exemptions claimed and amount of wages. See 
pages 93 and 94 for Federal Income Tax Table and 
the copies of Form W-4, "Employee's Withholding 
Exemption Certificate." 

2. PENNSYLVANIA STATE INCOME TAX--deductions 
are based on a flat rate of 2. 3 percent of your 
gross pay. 

3. SOCIAL SECURITY TAX--also referred to as S.S. 
(Social Security), F.I.C.A. (Federal Insurance 
Contributions Act), F. O. A. B. (Federal Old Age 
Benefits), O. A. B. Old Age Benefits), Soc. Sec. 
\Social Security) --deductions based on percentage 
of wages earned with a maximum on taxable wages. 
The current rate is 5. 2 percent on the first $7, 800 
earned in'a calendar year. 

4. PITTSBURGH CITY TAX --deductions are based 
on a flat rate of 1 percent of your gro:)s pay-- — 
most cities and towns in Pennsylvania have this 
local tax. 



5. PITTSBURGH' OCCUPATION TAX-.a deduction of 
$10 is withheld from first paycheckr-this is only 
once each year. NOTE: STUDEfTtSXAN RECEIVE 
A REFUND IF THEY KEEP THE RE0EIPT OR THEY 
CAN AVOID PAYING THE TAX IF TJ€EY COM- 
PLETE THE FORM PROVIDED THE SCHOOL. 

Other deductions could include: UNION DUES, HEALTH 
INSURANCE. RETIREMENT PLAN. MEDICAL-SURGICAL 
INSURANCE. HOSPITAL EXPENSE INStJRANCE. PROFIT 
SHARING and SAVINGS DEDUCTIONS. 



Teacher and/or class can compute payroll deductions by 
using sample problems such as the following: 



SAM'S GROSS PAY FOR THE WEEK IS $120. 00. THE 
FOLLOWING DEDUCTIONS ARE MADE FROM HIS PAY: 

DEDUCTION 



Federal Income Tax 
Social Security Tax 
State Income Tax 
Local Wage Tax 

WHAT IS SAM'S NET PAY? 



Have students report on the necessity of taxes--where does 
this money go- -who benefits, etc. ? 

Discuss the W-4 Form on page 93. Invite a local internal 
revenue agent to address your students on computing their 
yearly income tax. Have him bring the short forms for the 
students to use for practice in filing returns. 



AMOUNT 

$18. 80 
6.24 
2.76 
1.20 



94 



Tjfp« »t ^rint full nime . 
Home tddrm 



City 



^ CMPLOY€C: 
£ FHe this form 
^ with your empfoy- 
^ • tr. Otherwise, he 
^ > must withhold U.S. 
I v. Income Ut from 
§• your wages with- 
^ I out exemption. 

I* EMPLOYER: 
^1 Keep this cer- 
-^1 tificate with your 
t " records. If you be- 
^ itcve th« employee 
1^ claimed too many 
^ exemptions advfse 
2 your Dist.ict Di- 
£ rector. 



Seciil Security Number 
Sttit 



ZIP code 



HOW TO CLAIM YOUR WITHHOLDING EXEMPTIONS 
y \i SINGLE (or if marrred and vsish withholdtng cj single person), wr-le "1/ If you cLhr. no exemptions, write "C" . . . 

2. If MARRIED, one exemplion each is afloisable for husband and wife if net cfainied on another certificate. 

(a) If you cfairnfcoth of these exemptions, wnte "2"; (b) lf>c. claiT) one of these erempJions. write ' i": (c) If You 
claim neither of these exemptions, write "0" * , \w u 

3. Exemptions for age and blindness (applicable only to you and your wife but not to dcpend^n^^) 

(a) } n^^ or mr w.fe will be 65 years of age or oider at the end of the year, and you ci^im thi> cxcnpticT write "l"- 
If both will be 65 or older, and you claim both of these exemptions v/ritc "2" ^ h . i . 

theM^xcrJIphon''s'^^^^^^^^ '•r''' ''''"^ excnip'.ion, write "1"; if both 'are biind. and Vu claim both of 

4. If you claim exemptions for one or more dependints. Wfite the number of such exemptions! (Do not claim cxemoticn 
for a dependent unless )ou are qualified under Instruct-jn 4 on otf.er side.). . ^"'"P"^" 

^' 11 y^.^ ^^^"^J^^'\^^^^^^ allovsances for itemized deductiors ait.i:h Schedule A Vorm*W-4)*and enter the number 

of allowances claimed (if claimed you must file a new Fcrm W-4 each year) .... 

6. Add the exemption* and allowances (if any) Vkhich you hive claimed above and enter total 

7. Additional withholding per pay period un^er agreement with c mclovcr (Sec Instruction 1.) 



CD 

3= 



X 
CD 



.'IZI] 

under ,he p.„.,t,e» ol m I cM.fy that ,.u„.lec ot ..th.ol..., ^...^ ^ns a^.o^in^w;:;;;,! oMh^ ^ :;:;: d^I^oU.^.eJ tl,; nlnb^r .n.cM .nmUd : 



CD 



(Date) 



J9 



(Si'cncd) 



fit 



1. Numbsr of Exemptions. — Oo not claim 
more than the correct number of exemptions 
However, if you ex pec* to owe more income tax 
than will be withheld, you may cither cJaim « 
smaller number of excn'ptions or enter into 
an agreement with your employer to have 
additional amounts v/ith!ield. This »s important 
if you have more than one employer. 

If both husband and %>fe are employed, ask 
your employers to see Internal Revenue Sorvics 
Notice ir6 that shows how to claim with 
holding exemptions so as to avoid owin^ large 
aoditional amounts M tnxes. 

Nonresident a'iens other than residents of 
Canada. Mexico, or Puerto Rico may cla>m only 
One personal exemption. 

2. Itemized Dcdticttons. — See Schedule A 
(Form W-4) for instructions or, claiming addi- 
tiorial withholding altotv^^nres ha^cd on Ijrge 
itemized deduct.ons. 

3. Changes in Excmptiof^s. — You may fi'e 
a new certificate ot any time if the number of 
your exemptions INCREASES. 

You must file a nev/ ccrtifirat«i with»n 10 
days if the number of excinptions yc.i, pie- 
viously clainicd DECRfAoLS. Examples or sit- 



UafTonS Tn whTcfi the number of youi' &x<*rrip- 
tions would decrease a*c as fol'ows 

(a) Vou and your wrc (o' tiusbard) for v.ho-n 
you have been claimmf; an exemption 2re ''t 
vorced or legally sepa-aird. 

(b) Your^\»fe(or hui band) for v/horr. you h^ve 
been claiming an exemption cl? rrs he (or ho) 
own exemption on a tcpar^te ccrtrftCAtc 

<c) You no longer c pect to furmsJi more than 
half the support for the ye.T of i dt.pendtnt 
*or \^hom yotj have bten cLimi'**; z\) ercmptjon, 

<d) You find that z dcr^*ndent for w.}.oni you 
clatmcd an excmpiior VbiH receive $62b' cr more 
of income of hts owt tiijrtng the yepr rpxcept 
your cf)ild who is a studrTit or wiso wi1< bt" andtr 
19 year*: of a^c al the end of the y^ar) 

The death cf a spou^c or a depcnds^tt does 
not affect vour v.•!th^old;^g until the no^-t year, 
but requires the fine of a rev cortsficaJe If 
possible. fi!c a new certifica'c by December 1 
of the year in which the death ocrrirs If you 
qualify as a surviving ipouse wiih d^pendcrtt 
child (chiiUrch), yo[ riiay climi ycur person?! 
exenptiOM on line 2 as ? m^irrtcd i':dividdal fo-" 
the two >Ldrs follov'ini; the year of the dccth 
of ycur spotfie 



4. Dcpendenls.— Edch dependent cK^Imrcf 
on Ime 4 rnuit meet all of the follcv/ing tests. 

(a) Income — Wtll rc-rciv<» less tlnn $625 
income- (If tl,^ child vvjII i)C u-idcr 19 ?1 t^t cnc* 
cf ths year or is a full-tir-ns st idcnJ. this lirmla- 
tton docs not apply.) 

(b) Support, —V.'ttI receive n^orc than half 
of his iup;)Ort from you (from husband or w.fe 
if a }Oint return is filed) 

<c) Married Dependents — Will not f»}- a Jotnt 
return with ftusband or wife. 

(d) NationaItl>. — Be ci!hi;r a citizen or rc-.i- 
dent ol the U S or a rcsid^iitt of C?nac* j. Mcrico. 
the Republic of f^anama or thf C^^nnl Zone: or 
be an al'cn ch f'J adopt^^d by and livip£ with a 
U S Citiz#-.n ?bro-'d. 

(c) R-latio;uhip^(]) Pc related to you us 



nhts arnoLrif is $€ Z for 3970. JC^j for 1971, 
|7j0 for 39/2 and $77,0 for 1973 aiJ therc^/eer. 



fOilOWS 

Chil-i » Stepbrother 
Stt»nchHc' Stopsister 
flother CttprnOlht-r 
f athor S<' pfatlier 

Gro'-d- Mo:hcr in'ta#v 
parent f"xith"r-in-Iaw 
Brother Droth^r in law 
Si'ier Sisl'^r in law 

Grandchild 

or. (2) a member of your hon'phj'd and 
h3/«i your home as his principal resuk'ncc for 
tl c cMtirc taxable ycni, 

3 incfiuics a chili who i? m^nbcr of your 
^juit^ofd If piactd w',lh yju by a*jfhcr- 
ttcd p/ar* fner.t agenry j'or S^S' f affopfio.i. 



Son In law 
Dauc^*-" •'^ la^/ 
The fO^'^Aing »f re- 
lated by bloods 
Urclc 
Ai;nt 

Niece 



COVlK»«*tti'' Mix- 



I 
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Human Resources 



Material Resources 



Understanding Taxes, Internal Revenue Service, Department of the Treasur 

How to Organize and Operate a Small Business, Pearce C. Kelly, Kenneth 
Liawyer, and Clifford M. Baumback, Prentice -Hall. 

Training Aids: 

Overhead projector 
Screen 

Film projector 
Cassette player 
Transparencies 



I 
I 

I 



LABOR ORGANIZATIONS 
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LABOR ORGANIZATIONS 

Objective: To interpret the role of labor unions in the American econ- 

omy by explaining how unions affect members of the labor 
force. 

Sdotivation Activity: Hold a stick above your head and break it. Take 30 to 40 

sticks and try to break them. This is more difficult or 
impossible. This should illustrate to the students that 
there is strength in numbers. Unions are group^^ of co- 
workers organized for the joint and mutual protection of 
their common interests. 

Developing Core: Although only 30 percent of the labor force belongs to labor 

unions, union membership and influence affects members 
of the labor force whether they are union members or not. 
Therefore, both pros and cons of unions must be presented 
to students in an impartial manner. 

The Wagner Ad, of l935 gave workers the right or organize 
by joining unions and to make agreements with their employers 
through chosen representatives. 

Students should be aware of the following terms: 

1. UNION SHOP- -union membership is required of 
all employees — if employee refuses to join, he 
loses his job. 

2. OPEN SHOP--union memb2rship is not a coiidition 
for employment- -the employee has a choice. 

3. COMPANY UNION- -a union whose leaders are all 
'employees of the company--has no affiliation with 

any other trade union. 

4. TRADE UNIONS --members work in a specific 
trade--they do not necessarily work for the same 
employers. 

5. INDUSTRIAL UNIONS- -unions represent all workers 
of an entire industry, such as United Steelworkers 
of America. 

6. INITIATION FEE--a sum of money, regardless 
of job, which must be paid to the union by an em- 
ployee at the time he becomes a union member. 

7. UNION DUES--union dues are established by union 
members and may be paid on a flat rate or percent- 
age of pay basis. 
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8. STRIKE --the strongest weapon a union has for 
obtaining its demands -^it is the refusal of employ- 
eas to report to work until union demands are met. 

9. BOYCOTT--an attempt by union members to per- 
suade customers not to buy from their employer 
while a strike is in progress. 

10. CHECKOFF--the employer agrees to deduct union 
dues from wages of employees and transfer them 
to union. 

11. SENIORITY --the length of service of employees 
with an employer--seniority often determines the 
order in which workers are laid off, promoted, 
transferred, or rehired. 

12. BIDDING- -signing a posted notice of a job opening 
so that you may be considered for that job on the 
basis of seniority. 

13. LABOR AGREEMENT --negotiated by the union with 
management- -defines the company's agreement 
with the union as to wages, hours, working condi- 
tions« benefits, and job rights--may be accepted 

or rejected by employees-.-if accepted, union enters 
into a contract with the employer- -it is important 
that each union member obtain his copy of the con- 
tract and understand it. 

14. FRINGE BENEFITS--benefits such as hospital 
insurance* life insurance, pension plans, etc. may 
be paid for fully or partially by the employer. 

Other Activities: Appoint a committee to visit the headquarters of one of the 

labor organizations in the Pittsburgh area. Use list on 
pages 99, 100, and 101. Call first to arrange for interview. 
Have committee report to class on interview. 

* Invite a representative of one of the local unions to speak to 

the class on the organization and structure of his union-- 
try to locate the speaker from a union the students may be 
able to join in the future. 

Have students discuss the following questions: 

1. W nat aro the advantages to the worker of having a 
union negotiate wages and other benefits? What 
are the disadvantages? Would you like to do this 
yourself? 

2. Do workers that do not belong to the union benefit 
from union activities? Should they? 

3. Should seniority be the only basis for promotion 
• ^ within a company? 



4. Why are working conditions important to workers? 

5. After an employee becomes a member of the union, 
he can be fired for ^^just and sufficient cause" only. 
However, during the period before membership, 
the employee can generally be fired for any reason, 
without notification to the union. Why is the new 
employee especially vxilnerable to ^ismissal during 
this time? What special work habits should the 
employee display during and after this period? Why? 

Discuss the causes which encouraged labor to organize such 
as the industrial revolution, low wages, long hours of work, 
poor working conditions, child labor, lack of worker repre- 
sentation, etc. Do the^ still exist today? 

Obtain copies of union publications for class u^e. Free 
subscriptions to the AFL-CIO NEWS and THE AMERICAN 
FEDERATIONIST are available if you write to Saul Mills, 
Director of Publications, AFL-CIO, 815 Sixteenth Stre'et, 
NW, Washington, D. C. 20006. Other educational materials 
are available by writing to Walter Davis^ Director of Edu*- 
cation Department, AFL-CIO, at the Washington, D. C. 
address. 
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Labor Organizations in Area 



labor Organiialiiii 

A F L C I 0 Uundry & Dry Oeaning 
International Union 550Grant 471*4829 

INTUlfATIMUL mm LNAL 141 

CarltonHouseHotf I -281-8105 

ATL-cio sue miMi NO r 



AFL-CIO 
SUB REGION NO 3 

2610822 



AlCL I W 



President 
United Steelworkers 
Of America 

CcmmonweaUh Bltfg 471-5254 



Htw OrjOTbifltnMCtiif 0 

AUEQNEIIY COUNTY LAIOII COUNCIL 
AFL-CIO 

Room S44 

.VmPcnrHciei 281«7450 

Amalgamated Clothing Workers Of America 

^10 86 CiarkSldg - 281*7091 

AMAL6AMATE0 CLOTNiNG WOINUS OF 

AMUICA FITTSIUN6N DiSTilCT JMNT 

BOAIID 

Michatl Dtlli9«nr-Man4gtr 

Clari£Bld3 281-9983 

AMALUllAm FOOD EMFLOYCES UNION i 

/» r w fa v.- CF A AFt-CiO | 
C^.ce Hours - 9 AM to 5 PM j 
201 P:"n C-?f^ BKd V/tknsTvvD-244-1820 • 



AMALGAMATED MEAT eUTTINS A' 



iUTCHER WONKMEN OF NA LOOAL 424 

HOUPS 9 Ar.t-5 PM DAILY 
No Oifice Hours Saturday 
1X18 E Oh.o — -231-7991 



Amalgamatid Transit Union AFL«CIO-CLC 

Div 1C63 WmPennHotei 281-1289 

Amalgamated Transit Union Ofvision 85 

LlarVBidg 281-5583 
Ai.ierican Bakery & Confeciionefy Workers 

Local 12-AFL/CiO fc025P^r r-Ma!! 441-5030 
Am?r,ca« Fedt-iation of TckWision & 

Radio Arti<t$ EmoireBj -'281-6767 

AMUICAN FC9ENATI0N STATE COUNTY 

MUNICIFAL EMHOYEES AFL-CIO 

Xoom 310 

EmoireBldg - 471*1218 

Appalachian Council AFL-CIO 

700 5Av-2^-3405 

Asbestos Workers Union No 2 

HoutfBldg-281-2531 
ASSOeiATCO TNADES A CNAFTS — ^ 



0*:c Hc,-s *> 
Century Bidg 



"391-8777 



Association' Of Westtrighousd 

Salaried Empjoy^es urdeiAv 

E P.usbi^rgn 823-9333 
AUTOMOTIVE OKAUFFEbNt FARTS A 

GANAM EMFLOYEES LOCAL UNION 

NO 926 CUriBi 281-4633 

Bakery A Conffxtionery Worken Local Unton 

No 128 Ma'4e?B*dg 261-3566 

NANUY ORimS LOCAL 485 WELFARE A 

f iNSION FUNDS 

Htlirn Sfronbe'^-Fund M<i'*jg9r 

'''5 391-3070 

B;ik*ry Dr.v^rs L:c^l Ui.on No 485 

f.:a9£<;Bldg-261*3283 
Barbers' Lo:al Union No 20 A F Of L-C I 0 

Hcu$eBidg-261-U40 
NANTENOERS UNION LOCAL NO tM 

Hampton Xi chard ton-5«crttary 

Tr«a<urtr 

925PcnnAv 261*1216 

Bindery Workers Union Of P0i Local No 73 

153 iAv. 471-9000 
Brewery Workirs Unions Maa*eei ----281-5767 
NRID6E STRUCTURAL A ORNAMENTAL 

IRON WORKERS SHOFMCN'S LOCAL 

UNION NO 527 

T«i«phon* Aniw%ft 24 Hour^ Oaiiy 

tk.icd 231-5280 

RROTNERNOOD OF RAILWAY A AIRLINE 

CLURS FENNSYLVANIA RAILROAD 

SYSTE«jOARO 

Hnn-C tnUsi Syittm loard 

CJ^nitBJdg ' 281-1866 

Brotherhood Of Railway Clerks PALE 

System Board h_j«B! 261-6546 

•UILOINO MATERIAL A CONfTRUCTION 

DRIVERS MELFUS A MATERIAL 

HANDLERS LOCAL 34! 

Htnry V T-o«o-P,t$idtftt 

423Mcr^Mi>.^d ' - - • 343-8555 
Cannm;} A Ptckle Workcis L;cal Union 325 
A F Of L#. . ..^^-.32M711 



102 



Labor Organizatio n s-((ont'd) 

CARPENTERS' DtSTHICT COUNCIL 
OF WESTERN PENNSYLVANIA 



Representing Carpenters 
In 29 Counties Of 
Western Pennsylvania 
Fully Qualified In Al! 

Phases Of Construction 

CALL 
922-6200 



I GHOCERY ft FOOO WARENOUSEIIEN | Internat.onai Mo.de's & Ali.ed Workers 

^OCAL UNION NO 635 :sst -471.43'13 ^ Union Lccal 46 Ct-^. r>ni - --261.0822 

! H:sp,'a: Vc'kCf. UfiiO;! Local 1199 P 



- iL i- 361-4620 

MOTIL ft RESTAURANT EMn.OYEES i 

ALLIANCE LOCAL 237 j 

;: = ^i£RAL OFFICES 
261-5564 



INTERNATfONAL UNION OF ELECTRICAL 
RADIO & MACHINE WORKERS AFL CIO 
OlST NOI 

Frank J luano A'-e.J D"cctcr 



I 



I 4 



2&1-5564 



I iternai c.'ai un on Of f. evator 



INTERNATIQNAL UNION OF 
OPEHATING ENClffEERS 



731-5552 
922-1115 



hJ TMn HesOLrCfs Dcv 'cp'^;ent In'titi^t? AFL- ' 

CIO \ - ,.i^'?c-.-.^ae 391-2267 j 

I U E-WESTINGHOUSE CONFERENCE i 
I BOARD 

1 , Robert NeMiJ-CHairman t 

/ " £2> .ecu --- ;31-11C0, 

9 ^: 6200 1 ' INSURANCE WORKERS INTERNATIONAL I 
j UNION AFL'CIO LOCAL 13 i 
j R<>p*eseiting Any Type I 
nsLrjnce -A^orker I 

. 471-2934 \ 

Cement Mascr; locd^ -Ph Comb'ned F.r-ds ' [ 
"a f.- aA. 761-6166; INTERNATIONAL ALLIANCE OF THEATRICAL | 
STAGE EMPLOYEES LOCAL NO 3 
Tt-'^phonc Answe'S At AH Tiroes i 

231-^568 i 



Carpenters U"jcn Heaty Corsirjc^ion ! 
Local 2274 4'''5' ^--rr-jA-' - ^2?-6?10 ; 



CEMENT MASONS UNlOfi LOCAL NO 526 

Budding A Heav^ Ccr»-»'uct«on 

Commumcat^ons Workers Of A-!er,ca ' ' " ! iNTERKATiONAl ASSN OF MACHINISTS" 



Local 2550 - - -^91-6646 

CjrtiJlUHvcatto'u V\0'Ke»-' Of Ainertca 
Local 25^1 .-c ^ v -^^ 2C'-1863 

CONSTRUCTION G£N£RAl LA8URERS 

j LOCAL UNION $7i 

1 304 Rris - 471-6556 



: 1 



I 



& AEROSPACE WORKERS 

Machinists Lodge No 52 
AuloniQlr.e !Vlec}iariics 
Lodge No 1060 
r.lach.nists Lodge No 2321 

I'.t^ St 331-6164 



CONSTRUCTION GENUAL LABORERS ft 
MATERIAL HANDLERS LOCAL UNIOh 
NO lost l31lPerrAv 261-1634 

DRIVERS ft EMPLOYEES OF PETROLEUM 
INDUSTRY LOCAL 27j 

Studio 8-Cfub Floor 

V.mPemHjt" ?81-';1?:> 

Federation of Tf.IiDho.iO WctKrrs cf P-i 

Pgh Div </w - - 471 14:'4 

FEDERATIfUHtfRTINGHOUSE 

INOEPfNOENT SALARIED UNIONS 

Thogf(ds 0'L«dr/ Prei den* 

Secretary 



INTERNATIONAL BROTHERHOOD OF 

j BOILERMAKERS IRON SHIPBUILDERS 
BLACXSMITHS FORGERS ft HELPERS 
1 LOCAL 154 



BOILERMAKERS 

UNiON 
Loccl No. 154 



^7i-33l5 ! 



1281-2387 I I 



Cirftci-i.u'"^'trl 

Floor Coverer K Decora! &'S UcaJ ! ■ - 

Union 1759 4-y. c,./ <: 22-6206 j INTERNATIONAL BROTHERHOOD OF 

FRATERNAL ASSOCIATION OF SPECIAL 1 i ELECTRIC WORKERS LOCAL UNION NO 5 

HAULERS 1 ! 

Locil Union Number fOC 
oj-Eu:t:,t . >22-4G10 

GENERAL TEAMSTERS ~" 

CHAUFFEURS ft HELPERS 
LOCAL UNION NO 249 



TtAMSTERS LOCAL 
249 

LAWRENCEVILLE 



I GENERAL TEAMSTERS CHAUFFEURS ft 
j HELPERS LOCAL UNION NO 249 

i ^ . 683 2300 

6ENERAL WAREHOUSEMEN & CMPLDYUS^ 
UNION LOCAL 636 

LOCAL 
636 



INTERNATIONAL 
BROTHERHOOD 
OF ELECTRICAL 
WORKERS LOCAL 
UNION NO. 5 

4n^l544 

Gfatt b'di 471-1544 



1 1311 Hem Ay 



281-3130 



GLAZIERS LOCAL UNION NO 7S1 

Frfcndshippjz 362-6576 
Health & Welfare Div Manor6idg--281-8407 
Great Lakes & River District Of Master Mates 
& Pilots Local 47 HouieBiog 471 1941 



'j.tmiatjonal Brotherhood Of 

t}cctn;a! Workers Local 1987 

H 261-6030 
INTERNATIONAL BROTHERHOOD OF 

ELECTRICAL WORKERS SYSTEM 

COUNCIL 

Room 4»'Annex Sldg 

Htttsbu"gh^,Lntr;"T ^Ai'X - 471-7854 

INTERNATIONAL BROTHERHOOD OF 
FIREMEN ft OILERS LOCAL UNION NO'TS 

f rrp fcBl 261-7267 
Internaiional Brotherhood Of Pulp 
f PCih'^f >\ V.crkcr^ 
A r L-(, 1 0 C((.tjr,L: 261-0822 
INTERNATIONAL BROTHERHOOD OF 
TEAMSTERS 

GROCERY 1 FOOD WAREHOUSEMEN 
LOCAL UNiOM NO 635 

l=M 471-4343 




LOCAL UNION 
NO 66, 66-A, 
B. C, D, ancJ R 

Ar^ILIATED CJITH THE AFL-CIO 
' lU^i: I \ / M.i J hL\ CALL ' 

-'rii r -1 

INTERNATIOhAL UNiON OPERATING 
ENCmEERS LOCAL NO eS | 

. 243-4000 



INTERNATIONAL UNION OF 
OPERATING ENGINEERS LOCAL 66 

Sib Office 

— ,2. iAv- . .C-. -775-6550 

INTERNATIONAL UNION OF OPERATING 
ENGINEERS LOCAL 68 r n VcCiurgRd 

-.-^j.-CArO^ Q 216 753-7536 

DI^J 'fCf :z3 

- I'l.t:; f 

INTERNATIONAL UNION OF OPERATING 
ENGINEERS LOCAL 66 i 

^7rh. I .ii'oi J a-a 463-9148 

c LE i ''FIELD . ' 

INTERNATIONAL UNION OF i 
OPERATING ENG!NEERS LOCAL 66 

;i :r :rrfra 814 765-7888 j 

h '<ii: 

INTERNATIONAL UNION OF 
OPERATING ENGINEERS LOCAL 66 

l.r:[tM't^.c 814455-2434 

INTERNATIONAL UNION OF OPERATING 
ENt<» EERS LOCAL 66 

v.E. . 314 827-3638 

i: I STRICT ~c 

INTERNATIONAL UNION OF OPERATING 
ENulNEERS LOCAL 66 ^o^> S ?Td.n\.Mr^ 

^ - .w <• 814C27-3638 

DlSTKJtr tz7 

INTERNATIONAL UNION OF 
OPERATING ENGINEERS LOCAL 66 

Cc'.n,!!-v. ic 628-8633 

INTERNATIONAL UNION OPERATING 
ENGINEERS LOCAL NO 95 

Jefferson Whrtlcn-Buj ' MS Manager 

La/-> 'sBtdg 281-3374 

IRON WORKERS LOCAL UNION NO 3 

Out$i<i« £r»ctor$ 

2216PennAv - 281-980^ 

Iron \'/orW'f< Wcif,^rc Pl?n Of Wc.tern 

Pcmia b! - - - - 281-3042 
If on workers Oistnct Counc.l Of Eastern 
Onm-Wesirrn Pcma U Worthprn West 

V.fg-nsa 2945BanKsv.!!eRd 341-4064 

JOINT COUNCIL OF TEAMSTERS lift 40 

CinkBI -281-7555 
laborers Oiitnct Count,! Of v^estern Penna 

V-.ii.afr.PcnnHoteI-391-l712 
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• ilhograpfieri & Pbotoergra^rs Inicrnat onal 
Union U'H'^ 2'^ L & 16-P 

Local 119'^ P f<3\iO^^^\ l'n,3ii Of Hosp'tal & 

n qh ardB 3', 36i 4620 
lAai -i?" A E';,!'vpr Focj Industry 

F. rhn'321 

Local Un.cn ';063 Of Offc? & Techmta* • 
Salar«*i2 Union 2?-'E6Av 462-6363 

Wanne Lmi.Kf.n Brneficia' As^w-iatirf^ 
D ^t^a■2 API C:0 t: Carsc;.-- 283-2095 

MILK & \Cl mm SAieSMAM OlliVEIIS ft 
DAIRY EMnOYEES LOCAL NO 20S 

r a^aBI- 281-466/ 

r.'f!'^C'. : Lctai 'J-non U60 

4'»5Mdnsie»d*v-9^2-6:04 

MflLWRICHT'S LOCAL UNION 223S 1 

CF PiTTSBURCH ft VICIKm ' 

[lACHINfR/ERFXTORS j 



')27--6208 



MOVING PICTURE MACHINE OPENAYDRS 

UNtON L3GAL NO 171 

Roorp '9.C 239 fojfTh 

i ' ~. - . - - ?ai .stbc 

fu. c o J^cn * -A/ ' 2«1 1822 

ETpfr.- tC'.'f-. N't^ArA> 2^1 9948 
Nt'i • r, 11 A.,: ti 'c ' ' Ci-T Carr.f^i 

^ . '-.^ , >. ■ "-^.^ 561 ^$»*2 

''^j"" -.\,A,' f>6!-'5511 
rJa- '^1^:. Ai.s'-' .cMon .'f Pc;.: nffic*- V.atl 

National W^-'tur.? u'^.oi /»^L-MO 

N.'wsp.^pt-r Ma^a: »e h-jn Dfl-vt-^y D- vers 

Helpers ^ Ha^d'ers lo« /ll 

fiur^mj ^'c-tie An:* Hospital E'n^.c^ce- 
Ur.'.n Loc.-I 434 AFL CIO LDI.J 

^'jQC-Zi.' 471 338G 

OfTICE i PROFESSIONAL EVPLOTUS 
INTCRNATIONaL UNION 'wOGAl N033- 
Af L CiO .^vr.^^.cniB: - 2ai-46?7. 

PAINTERS LCCAL 409 

9j0 l y'.i- p'i ilr"^^'? - - 537 2101 

If rn -r...,t - - 694^456 

Prt.nter, Lccai Umon No 6 Af i -ClO 0' 

Ailcj^cny Cojn'y & V'fp'iy 

^D:rernA 261-0157 
^sttein f'rke*": Assoctauon '^f P'ttsburgh <b 

Vi:.p,ty C9&Mc{t'jr« - -462-7557 

PENNSYLVANIA FEDERATION OF 

TEACHERS liOO E Ca-c- - 431 5900 
Pennsylvania Teleohone GuHd 

Exec jt IV? Cfc i09D»^^a tAv - - 884*626Z 

li>2M3MAv 921-14U 

Piie Onvcr^ Local Or. on 2264 

. r.. • rJ! 231-^668 

PITTSBURGH BUILOINQ TRADES COilNClL- 

lOCAL UNIONS 
BRICKLAYERS tfJTERNATL>NAL 
U*J,0^; LOoAL NO 2 

l-.^^^r ,.-^".*.Bl-471.33$3 
CARPENTERS DISTRiCT COUNCIL OF 
WESTERN FENNSYlVAMIA 

^'^S./anc.fiPidA'. 922-6200 
CE^:?r<T MASONS UNION LOCAl NO 5?fi 
C*<r9nt Motors Sld^ 

♦ -jr-i,^ rnaAV - -761'63i0 
GLAZIERS LOCAl UNTON NO 751 

Fr"-dshipP'? 362^576 
I*:Th?NATIONAL BROTHERHOOD 
. F TdOlLERVAKEPS IROM SHIP- 
BUILDERS BLACKSM'THS 
f^ORGERS & f'f LPERS 
LOCAL lb4 H-.«{ 1 281*2387 
IRON WORKERS LOCAL UNION NO 3 

2^lfcPfnnArf 25i'**806 
PAINTERS LOCAL UNION NO 6 
AfL-ClO OF ALLEGHENY COUNTY 

&VlCINlTy q'J'PennAv 261-015? 

HUMBEPS LOCAL UNiON NO 27 

2f..iea'o^,crSf; 922-2217 
SHEET METAL WORKERS LOCAl 

fjO n 60H.B'cad?tr(etMa.l -362-2711 



Labor OfginliatlotMConrd) 

Pittsburgh Federation Of Teachers Local 4C0 . 
AFT UCObCaTOi ■2:J1'5900 ! 

PQH LOCAL NO W tiRVICl EMPLOYEES ' 
iNTEPNAtlONAL UNION AFL CIO 

\,' i'^f^ V A '•*< -5 JO '.' 
t Closed t 
I Clark B2d3 — --47l»0690 , 



UNITED STRELWORNIRS^ 
OF AMERICA 



Pgh Musical Society Local 60-471 A F Of M 

709ForbesAv-2ei-1822 

Plumber's Labor's Un:on Local 347 ^ ^ 

;:55Marjon 281-6432 

5Pr? Alder 44M424 

Jf no artw- - 4->M190 

REFUSE ft SALYAQI DRIVERS ft 
HILMNS UNION LOCAL S09 

-o ll^i 471-/184 
Rcinfcned Iron Wor«rs Local Un on No 318 

3iOCB..ik v.CeRvJ 341-0^11 

RETAIL STORC EMPLOYEES UNION 
LOCAL 140'' 95:Pcn«A¥ 471*3470 

SalesTwn ft AMi*d Workers Local Union 131 

Ren-hawB»dq-471-6642 

SRNYICE IMPLOYUS INTERNATIONAL 
UNION Aa CIO 

PernUntcBivriV-'l'k.'-^^v^D S2';-7,52 
Sheet Metat Workers LocaJ 17 J A C 

Pa-'wayW- 923- 1155 

Spnrkler F»ttm Local 542 

29b''f-dOcocH'r\i 931-2241 

STEAM FITTERS UNION 

Lccai Union No W 

^'-C* '.V Lib?rt A'/ -- - 563-^44 

S.eetiwrkcrs tntemational fmp oyees 

IndepetTdenl Union Arrc*tBldg 231-7469 

STONI MANILC TENRAZZO ft TUCK 
POINTERS' UN!ON NO 33 OF PENNA 

T«Uphon< Amwtrs 24 f^our* 
l3w4r.P3nc*B'd9 2SM978 

TAXI CAN MimS UNION LOCAL 12S 
Jtf k Armind Pr«s 
A P«iG«i*dto S«c -Treat 

Ciii'KBIdg 471-2925 

Tiip 'Hetpers Local 20 500Bev--'>Rd --563-6616 
Tn^^pon Workers Uniort AFL-CIO Local 

Uc 2044 i3^7?tnn.'. - - - 471-8166 
Treasurer; nitlietseliers Loc?t No 36? 

l-'b I c'.<l/Atf 391-3677 
Tv.);,gr?ph.cal Union Ho 7 i:3 :av--261-0116 
iJAW-CIO Allt:; Chalmers Local 1036 

3212BrlghtonRd 761-0450 
JAW Local ICOl 3G£3rge 771'0909 

U A W SUN-RECiOIAL OFFICE REGION 2<A 

iawood'261'4604 

United Auta Workers Local 1020 
UAWAFLCtO 

ZZ: Z T^n-^-'A*/- '-471.4277 
LI^ITkO DEPARTMENT STORES 

EMPLOYEES UNION LOCAL 101 AFL- 
CIO IrvestmertBldo 471-1861 

C'Uled E}e<:tfical Radio ft Machire 
Werners of America 
D strict Kd 6 

480 LnrolrHiVyf^cthVej'sa'lles 351-2334 

I'Cii o:c ^ 271-6634 

Lrc.i. 6:0 "v.'.ih 1 S g'-a' D v 

2'--0C\V-vf'!y-271-4434 
L:cal 610 S?2S*aticn V/:lr?rd'«9- -823-5685 

UMITED MINE WORKERS OF AMiRlOA 

I DISTRICT NO 5 



PRESIDENT DISTRICT KQ. 5 
MICHAEL BUDZANOSKI 
SECRETARY AND TREASURER 
JOHN SEDDON 

COMPENSATION DEPT. MGR. 

JOHN WUSELS 

9 9 Penn Av 281-9300 




Home of 
International Headquarters 

UNITED STEELWORKERS OF 



AMERICA 



4 n -5254 



U.i ted Steelvfcorkers Of America 

.ritematicfal rieadquarte-s ^ 

<^-»-.n/Hth»3i- 471-5254 

District & Sub-Dtstnct Cfcs 
D.^tr.ft 15 

to 43 Lc:ng5.jd"dfv1cKc$prt- 462* 1515 
D'^toct LcckT^a-enttm -362-4544 

r^b-D str.ct 1- :91 .nSt - -682-8205 
-':-v'.r<ct :y ^4:,y.jr>o^e ' 782-1889 
^.•D I'K.t :o llUJio.n. r - 431-5787 
iUL-O.it- ri22 ba R<i 9?1-9100 
.^^1 Ir' cr C . 

:4o 4SSt-681-1220 

^/e-.♦\ f/U. '.cr- p.ny L U 7174 

4:5V»/3Av 462-7480 

United Te'egraph Workers-AFL^CIO 

PeribhawBigg- 281-8938 
Un'ted Transportation Unscn Conductors 
Committee B 0 RR 

"•i:43Brow-.iv,pRd 884-2622 
Untted Transporlatton Union Cenerai 
Corr.fPittee Of Adjustment 

F&Li-T^r inctArj.ex 471-9152 
U. ted Trarsporlal'on Union General 
Co'i.n'ttet Of *^CiUstment 

V'Mt.in^e -sSott' -471-2218 
United TMn«ipo*nuoM Ui.fon Geno. j! 

C'J' mi.tta Of Aajustm<?'il U/iion Railroad 

:j20lAranioreBlvd 271 7176 
United TransponiHion Union Local 1628 

. 2 20 lArdm')reS!vd 351-0441 
Uphotstertr'i Int^rnatio-^al Uutoi 

Locals iO 5t 157 :7rnclr-^i- 231-0855 
Warehouse Union Loca' 636 I B T C W ft »^ 

13 llPe-^nAv 281-3130 
Western Pennsylvania Joint Council 20 

ArL C!? C'c' ' - - 471-06**0 

Western ^einsyivania Operating Engineers 
JOi it A orenliCfship & Training Program 

*;i5o L,t.'3r*^d 561-6361 
V/Hidcw C'eoHC-f L'MOJi Local No 16 

JcnrJrsAr.id; 471 4116 



UNITED PLANT GUARD WORKERS OF 
AMERICA LOCAL 502 

Z2C2 OnoleMcKet-.pcrt 672.26^5 

United Postal Workers Of Western Pa 

'}i5/'.'i-Av 2ul-151fc: 

UNITED SLATE TILE ft COMPOSITION 
tOOFIRS DAMP ft WATERPROOF 
WONKiRS ASSN 

Local Uic'on No 37 

Martmaida - ■ 322-2166 



Human Resources 



Social Studies teacher. 
Economics teacher. 



Material Resources 



Film: Labor Movement; Beginnings and Growth in America SM2 589. 12 13 min. 
Traces the development of the organized labor movement from post-Civil War 
beginnings to World War I, describing the dramatic events and personalities which 
characterized it during this period. Discusses the methods by which labor sought 
to achieve its goals in the changing national economy within a framework of chang- 
ing relationships between management and labor. 

Film: Working Together-«A Case History in Labor Management Cooperation 
SM2 576.27 24 min. 

The story of a nine-year give-and-take struggle between labor and management 
in an American industrial plant. Re-enacts the^first hostile meeting between labor 
and management representatives; the incidents leading to a strike and its settle- 
ment; -and the gradual development of an effective working relationship which 
resulted^in increased productivity, higher wages, and better working conditions. 

Film: A Local Union SM3 576. 23 26 min. 

Presents a dramatized story of how a machinist's uni&n presents its problems to 
management and how agreements are reached through discussion. Explains how 
un ion o fficers are elected, their responsibility to union members, their function 
in labor --management meetings. 

Filmstrip: Growth of American Labor F176.8 

Our American Economy, Lindholm and Driscoll--available from school library. 
Economics, U.S.A. , Leith and Lumpkin. 
Labor Law, Carl Rachlin. 

Debate: Resolved: Workers who do not belong to a union benefit from union 
activities. 

Debate: Resolved: Seniority should be the only basis for promotion within a 
company. 
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JOB AND CAREER DEVELOPMENT 
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JOB AND CAREER DEVELOPMENT 

Objective: To enable a person to constantly evaluate himself t*^ improve 

and better his standing. 

Motivation Activity: Have the students list on the blackboard reasons for wanting 

to improve and advance in their career. Discuss these and 
explore the necessity of resigning to get a better jub, the 
possibility of getting additional education, etc. Be certam 
they are informed of the right and wrong ways to pass 
through these transition periods. 

Developing Core: People may at some time become unhappy in their work 

career. They may wish to further their knowledge in order 
to improve on the job or get a better job. Getting this 
knowledge will probably take sbme time, effort, determina- 
tion, and perhaps money. This additional knowledge can be 
gained through the company or plant training programs, 
through college or junior college, through home study, etc. 

Many people will desire a raise or a promotion from time 
to time. If you have performed well and have given a bene- 
ficial service to the company, you will probably get it. 
Since they do not always come automatically, the following 
suggestions may aid in a person getting a salary increase 
--or a promotion. 

1. Explain the best part of your job. 

2. Know what you like least and why. 

3. Produce evidence of the quality and quantity pf 
your work. 

4. t5i ow your improvement and how you benefic the 
organization. 

5. Your past performance will speak for itself. 

6* Be able to state the specific job you desire in a 
promotion or a specific salary increase. Your 
ideas must be in line with your interests, experi- 
ence, and preparation. 

7. Before you presenc your case, be prepared. 

8. Be objective in discussing your request. 

9. If you are rtfiised, do not quit. 

10. Re-evaluate y urself and then decide what to do. 

Most people will have an occasion to resign from a job at 
sometime. There are two major reasons a person might 
^ resign: you may have a better job offer or you may be 

dissatisfied with your present job. In any case, it is wise 
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to have a new job offer before resigning from your old 
position. There are two ways of resigning: written and 
oral resignation. There are two reasons for giving a 
proper resignation: respect of the employer and a possible 
recommendation, and self-respect by doing the right thing. 

LETTER OR RESIGNATION: Should include the exact date 
you will be leaving (in most cases, a two week notice is 
expected)--the true reason you are leaving such as oppor- 
tunity for advancement, more money, etc. - -express your 
appreciation for the job--and what you gained from the 
work experience. 

ORAL RESIGNATION: Should state why you are leaving-- 
mention what you liked about the job--state your apprecia- 
tion--be as polite and courteous as the day you were hired 
--say goodbye on the last day of work. Do not state your 
dissatisfaction unless the employer asks you to--do not 
criticize your emplQyer.to the other employees --do not ' 
slack off on your job after giving your resignation. 

Many alternates are available to the young person who 
wishes to gain additional knowledge. The following 
thoughts should help this person. 

1. CONNELLEY SKILL AND LEARNING CENTER.- - 
located near the Civic Arena in Pittsburgh--see 
Appendix VI for information and course offerings 
--this program is available free to Pittsburgh 
residents. 

2. ALLEGHENY COUNTY COMMUNITY COLLEGE-- 

located near Allegheny High School on the North | 
Side of Pittsburgh- -telephone the school for all ■ 
types of information. ^ 

3. COMPANY OR PLANT TRAINING PROGRAMS- - 
investigate the opportunities in the business in 
which you are working--also, investigate the 
company policy on paying your tuition to some 
school. 

I 

Other Activities: Have the students list the opportunities in the Pittsburgh 

area for gaining additional knowledge. Discuss these. 

Invite a representative of the Connelley Skill Learning 
Center to speak to the group and/or arrange a visit to the 
Center. 



Invite a representative cf the Allegheny Community College 
to explain their programs and/or arrange to visit the North 
Side Campus. 



Have the students write a lett**r of resignation. 



School counselors. 



English teacher. 
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Human Resources 



Material Resources 



Film: Your Life's Work SM 444. 20 22 min. 

Describes special qualifications required for the better jobs. 



CONSUMER ECONOMICS 



t 
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CONSUMER ECONOMICS 

Objective: To describe ways in which a person can stretch his income 

by applying principles of wise buying. 

Motivation Activity: Have each student in the class keep notes on the amount of 

money they spend during an entire day. They should keep 
details on how they spent their money. Have the class 
compare how they spend money. One person in the class 
should show wise use of income. Let the class discover 
this. ^ 

Developing Core: The following outline should serve as a guide for this unit. 

The amount of time available should determine the depth 
you wish to discuss each topic. 

L Pricing factors affect consumers 
A. Different kinds of sellers 



1. 


Department stores 


2. 


Specialty shops 


3. 


Chain stores 


4. 


Door-to-door salesmen 


b. 


Discount houses 


6. 


Cooperatives 


7. 


Others 


Different market factors 


1. 


Competition 


2. 


Supply and demand 


3. 


Location 


4. 


Services such as guarantee and return 




privileges 


5. 


Overhead costs 


Quality and value 


1. 


Brand names, advantages and disad- 




vantages 


2. 


Grade labels for meats and canned 




products 


3. 


Thread counts and weights for cotton 




cloth 


4. 


Weight and content of packaged products 




such as soap 



D. Advertising 

1. Who pays for ads? 

2. Responsible or irresponsible advertising 

E. Consumer credit 

1. Advantages and disadvantages of charge 
accounts 
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a. 30-day accounts 

b. Revolving charge accounts 
c* Installment accounts 

d. Other sources of credit such as 
check credit, etc. 
II* Sources of consumer information 

A. Organizations which test consumer goods 



1. 


Consumer's Research 


2. 


Consumer's Union 


3. 


Others 


Organizations which test products 


1. 


Good Housekeeping magazine 


2. 


Underwriter's Laboratory 


3. 


American Medical Association 


4. 


Others 



Other Activities: Appoint a committee to shop for a name brand appliance in 

at least three different kinds of stores such as a department 
store, chain store, and discount store. Have committee 
report on advantages and disadvantages of buying appliances 
at each kind of store (price, service, credit, etc.). 

Have students report on "Truth in Lending" legislation. 

Have students pripe a certain item (32 oz. bottle of ketchup) 
at their local store or supermarket. Have them list the 
store and the price on the chalkboard for comparison. When 
a student askp why prices are different, have them return 
and ask the store owner or manager. Perhaps one of these 
storekeepers will come in and answer questions from the 
class on pricing. If not, discuss different market factors 
which may influence prices of these various sellers. 

Invite a speaker from the Better Business Bureau, Grant 
Building, Pittsburgh, to speak to the group on their organi- 
zacion. Obtain pamphlets listed below for the class* Dis- 
cuss the pamphlets. 

1. FACTS YOU SHOULD KNOW ABOUT BORROWING. 
' 2. DON'T DO BUSINESS WITH A '»BAIT ADVERTISER. " 

Discuss advantages and disadvantages of advertising for 
the consumer: reduced cost, education, information, in- 
creased living standards, etc. 

Discuss sources of consumer information. Examine copies 
of Consumer's Research, Changing Times, etc. 



w 



113 



Plan a class activity such as a field trip or a picnic. 
Figure the amount of income first by voting how much 
each student will contribute. List all proposed expenses. 
Estimate total cost of activity and balance the budget by 
adjusting 'expenses. A committee or committees might 
work more efficiently on this activity. 
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Human Resources 

Sales /Merchandising or Distributive Education teacher. 
Home Economics teacher. 

Allegheny Cpunty Department of Consumer Protection. ^ 

Material Resources 

Filmstrip: New Look at Budgeting F 76. 1 88 fr color 
Filmstrip: Managing Your Clothing Dollars F 76. 1 63 fr color 
Film: Your Thrift Habits SM 445. 3 11 min. 

When Tony wants to ^uy a new camera, his father helps him establish good thrift 
habits. Tony learns to distinguish between fixed and flexible expenses. Thus, he 
is able to save for both short-range and long-range goals. Learning to manage 
his money, Tony begins to understand that thrift is the absence of waste. 

Film: Why Budget SM 476. 2 11 min. 

Di s cusses the importance of the budget to individuals and families of all income 
levels. . Explains what the budget is, how it is set up in relatit>n to needs and income, 
what is to be gained by following a well-planned budget. 

Film: Consumer Protection SM 417. 0 10 min. 

Illustrates the practical value of consumer services with a comparison of buying 
habits of two families, the Whites and the Kings. Harry White and his wife, who 
buy everything^on the superficial basis of price and appearance alone, often find 
that they've made the foolish purchases. But the Kings, who take advantage of the 
wealth of information available from both government and private consumer ser- 
vices are adequately protected in their buying, and enjoy an improved standard of 
living. 

Film: Consumers Want to Know SM 3 417. 9 30 min. 

Presents a factual day-by-day account of how the Consumer Union functions, how 
a test project is carried from start to finish, how Consumer Reports is produced, 
and how the Consumer Union speaks for consumers at Washington hearings. 

Film: Tco Good to be True SM2 417. 8 20 min. 

Better Business Bureau f?lm with Bud Collier. Shows some dishonest and unethical 
advertising and business practices such as '*nailed-to-the-floor-techniques^^ used 
to get customers into the store with no intention of selling the advertised items. 
These "Bait and Sivitch" techniques are not common practice yet prevalent enough 
that the consumer must be on the alert and watch for them. 

Film: Installment Buying SM 417. 1 10 min. 

Gives answers to three questions before buying on credit: Is the article worth 
buying on installment? Can I afford it? Am I getting the best installment terms? 



115 



Film: Most For Your Money SM2 417. 5 14 min. 

Two representative problems--a girl purchasing a new sweater, a boy selecting 
a power saw — illustrate the basic principles of sound consumer buying. 



INDUSTRY 




The Pittsburgh ared, so long dependent uoon two industries • steel and coal now relies on a 
diversification of industries and the "know how" of extensive research and testing behind th^ 
industrial processes for its long range economic health and welfare. 

Pittsburgh, not one of the largest Metropolitan Areas of the nation m area and population, star^ds 
tall among the huge manufacturing districts - ranking 14th in the number of industrial plants 
8th in the number of industrial workers; 7th in industrial p«,yroll; and 9th in value addtd by 
manufacture. 

• 

Pittsburgh is a prime producer of steel - and alto makes much of the materials and products used 
in construction, mining, heavy manufacturing and the making of consumer goods. 

Although Pitteburgh is known the world over for its great output of steel, the area has seen 
increased diversification and sophistication of its industry over the past few years, in order to reduce 
Its economic dependence upon the production of that commodity. Steel, however, still is number 
one in any assessment of the area's industry and gives Pittsburgh the distinction of being one of 
the nation's top producers, since nearly one fifth of the steel-making capacity of the United 
States is still located m the rather confined SO mile area defined as the Pittsburgh District • which 
produces almost 20% of the National tonnage. Of a total of 2,424 large and small manufacturing 
plants in the metropolitan area, 155 plants produce steel and provide work for 131,000 
steelworkers. 

The fact that Metropolitan Pittsburgh keeps expanding its industrial community is not so Well 
known. However, over 6,000 different products are coming out of plants utilizing the skills of 
259,218 men and women, whose combined income exceeds $2.1 billion a year. 

Heavy machinery, electrical machinery, steel mill machinery, railroad brakes, mine safety 
equipment, and all kinds of electrical equipment; fabricated metal products, coal, coke, and 
chemical products; petroleum products; food and food products; apparel and related pi^oducts, 
paper products, printing and publishing, lumber and wood produas, furniture and fixtures; 
and instruments and related products carry the "MADE IN PITTSBURGH" label. 

The investment made by industry in the economy of the Pittsburgh area increases each year. 
For instance, 10 years ago in the Metropolitan Area, the value of production was $6.8 billion, 
value added by manufacture amounted to S3.2 billion, and wages to $1 .8 billion. 

The most recent statistics show value of production at $8.8 billion, value added by manufacture 
at $4 billion, and wages, $?.1 billion. 
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INDUSTRY IN THE PITTSBURGH AREA 



Always progressive, the area has encouraged more light manufacturing to offset some of the 
economic reliance on heavy industry by the development of many successful industrial parks. 
Already housing industrial firms, or in the planning stage are more than 36 of these highly 
attracthfe and strategically located parks where light, airy, modern buildings grace handsome 
tracts of land. 

Research and development - a relatively new industry - has ^'own to the third largest in the 
PitUburgh area, employing over 15,000 In the four-county Metropolitan Area; and over 
20,000 technical and support people in the nine-county Pittsburgh Economic Area. Many of 
the nation's largest industrial firms have research and testing laboratories in the community. 

Pittsburgh is also th: THIRD ^^rgest headquarters city in the United States, taking pride in the 
fact that 16 of the nauon's greatest corporations choose Pittsburgh as their headquarters. 

Pittsburgh's nudear industry, steadily growing since the early 1950's, and recognized as one 
of the nation's leading centers of nuqlear research, employs between 10,000 and 15,000 persons. 

The expectation for Pittsburgh's industrial >re is bright. According to recent surveys, 
manufacturing firms plan to increase their capital outlays. For 1972, an 8% increase in spending 
over 1971 is expected by Pittsburgh area firms. The improvement is expected to be due solely 
to anticipated higher spending by producers of hard goodsfnotably primary metals), white 
producers of soft goods expect a reduction in spending for the second consecutive year 
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^PITTSBUR(]H LABOR MARKET 
1966, 1967, 39^^8, 1969, J97r 




Total Manufacturing Wage & Salar- Employment in the Pittsburgh 
Labor Market Area, by Indust. v - 



ANNUAL AVERAGE (Est,) 



INDUSTRY 

TOTAL CIVILIAN WORK FORCE 

TOTAL UNEMPLOYMEI^T 

I0 Civilian W'-rk Force Unemployed 
TOTAL EMPLOYMENT 



FARM EMPLOYMENT 
NONFARM EMPLOYMENT 

SELF-EMPLOYED, UI^AID FAMILY 

& DOMESTIC WORKERS 
NONFARM WAGE & SALARY WORKER EMPLOYMENT 

ALL MANUFACTURING INDUSTRIES - TOTAL 

ALL NONMANUFACTURING INDUSTRIES - TOTAL 
Mining 

Bituminous coal mining 
Other mining 
Contract construction 
Transportation 
Public Utilities 
Communications 
Other public utilities 
Wholesale & retail trade 
Wholesale trade 
Retail trade 

General merchandise stores 
Food stores 
Other retail stores 
Finance, insurance & real estate 
Banking 
Insurance 

Other finance & real estate 
Service & miscellaneous 
Government 

Federal 

State & local 



1966 


(In 
1967 


thousands) 
1968 1969 


1970 


933.9 
27.6 
3.0 

qoli.i 


950.9 
29.7 
3.1 
918.3 


9''^1.8 
27.0 
2.8 
932.5 


975.7 
2k.k 

2.5 
950.0 


986.6 

35.9 
3.6 
9^+9.1 


8.1 

895.9 


8.1 
910.2 


8.0 
92U.5 


6.0 
9UU.0 


6.1 
9^+3.0 


73. ^4 
822.6 


70.3 

839.9 


69.2 
855.3 


69.2 
87U.8 


68.2 
87^+. 9 


293.0 


290.7 


288.6 


289. U 


278.3 



529.5 

8.9 

7.9 

1.0 

39.7 

35.2 
21.5 
10.1 
11.1+ 

161.0 
U2.5 

118.5 
29.0 
20.9 
68.6 

10.8 
10.6 
12,2 

136.0 

93.2 
17.2 
76.0 



51+9.1 
9.1 
3.0 
1.1 
■ 1+1.6 
35.2 
21.9 
10.3 
11.6 
162. 8 
i+S.l 
119.7 
30.1 
20.8 
68.8 

35.5 
11.1 
11.3 
13.2 
1I+3.7 
99.3 
17.7 
81.6 



566.7 
8.1+ 

7.1+ 
1.0 

i+i+.o 
35.8 
22.5 
10.1+ 
12.1 
168.8 

^+3.9 
12I+.9 

31.7 
21.1+ 

71.7 
36.2 
11.2 
11.1+ 
13.5 
l'+9-3 
101.8 

17.7 
81+. 0 



58b. If 
8.7 
7.8 
1.0 
1+1+.7 
36.2 
23.2 
10.6 
12.6 

171+.7 

l+l+.O 
130.7 
33. 
22.1 

75.3 
36.9 
11.8' 
11.2 
ll+.O 
155.2 
105.8 
17.7 
38.1 



59-. 5 
8.9 
8.0 
1.0 

1+2.8 
35.6 
2J.8 

11.1 
12.7 

177.5 
l+i+.l 

13^.1+ 

3V.3 
22.0 
77.2 

37.9 
12.^ 
11.1+ 
l'+.3 
159.7 
110.3 
18.-? 
91 .'^ 



♦Pittsburgh Labor Market Area covers Allegheny, Beaver, Washington 
and Westmoreland Counties. 
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PITTSBURGH lABOR MARKET 



Total Manufacturing Wage and Salary Employment in the 
Pittsburgh Labor Market Area, by Industry 



ANNUAL AVERAGE (Est.) 
(in thousands) 



INDUSTRY 


1966 


1967 


1968 


1969 


1970 


ALL MANUFACTURING INDUSTRIES - TOTAL 


293.0 


290.7 


288.6 


289-. 1+ 


278.3 


DURABLE GOODS 


2J48.O 


2I+I+.9 




2I+2.O 


233.8 


Lumber & wood products & 












furniture & fixtures 


2.8 


2.7 


2.6 


2.5 




Lumber & wood products 


1.3 


1.2 


1.1 


1.0 


0.9 


Furniture & fixtxires 


1.5 


1.5 




1.5 


1.5 


Stone, cl^y & glass products 
Primarv''^fipf.AT <? 


20.3 


19.3 


19.0 


19. 


17.9 




12p.5 




122.0 


115.1+ 


Fabricated metal products 


27.3 


27.2 


26.9 


26.1+ 


25.8 


Nonelectrical machinery 


19.5 


20.1+ 


20.0 


20.6 


20.5 


Electrical machinery 


29.3 


31.8 


32.3 


33.6 


32.7 


Trsuisportation equipment 


7.9 


7.3 


6.6 


7.1 


l.h 


Instruments & related products 


5.5 


5.7 


5.9 


5.9 


5.9 


Miscellaneous manufactures & ordnance 


h.k 


5.1 


5.6 


5.5 


3.7 


NONDURABLE GOODS 




1+5.9 


k6.9 


^+7.3 


1+6.6 


Food products 


17.7 


17.7 


17.6 


17.0 


16.6 


Apparel & related products 


3.h 


3.3 


3.3 


3.3 


3.1 


Paper products 


3.8 


3.7 


3.9 


^.3 


1+.2 


Printing & publishing 


7.8 


8.3 


8.6 


8.7 


8.7 


Chemical products 


7.6 


7.8 


7.8 


8.0 


8.0 


Oil & coal products 


1.7 


1.8 


2.0 


2.0 


2.1 


Other nondurable goods 


2.9 


3.2 


3.7 


k.O 


3.9 



Source: Pennsylvania State Bureau of Employment Security, Pittsburgh Office. 
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PITTSBURGH 
MARKET 



INFORMATION 



1970 INDUSTRIAL CENSUS 
ALLEGHENY COUNTY 




(Money figures in Thousands of Dollars) 



Total 
EstabL 



Number 
Employees 



Payroll 



Value 
added 
by Mfg. 



Capital 
Expend. 



ALLEGHENY COUNTY 



1,466 



147,170 



$ 1,289,039 $ 2.352.476 $ 178.342 



Major Manufacturing Industries 



Foo^and kindred products 


206 


14,263 


104,210 


227.356 


6,159 


Apparel and related products 


48 


1,060 


5,258 


8.711 


258 


Lumber and wood products 


26 


277 


1,992 


5,396 


40 


Furniture and fixtures 


44 


1,306 


8,826 


16.001 


459 


Paper and allied products 


23 


2,747 


18,767 


40,055 


2,329 


Printing, publishing and allied products 


261 


6,507 


56,196 


95,287 


2,863 


Chemicals and allied products 


69 


3,664 


32,361 


70,339 


8,061 


Petroleum refining and related industries 


19 


569 


5.201 


11,228 


1,270 


Rubber and miscellaneous plastics products 


32 


1,563 


9,962 


17,097 




Stone, clay, and gl^ss^products 


97 


5,084 


43,609 


86.276 


6.001 


Primary metal industries 


74 


53,303 


476,636 


917,341 


100.124 


Fabricated metal products 


221 


12,561 


103,763 


188,267 


7.496 


Machinery, except electrical 


177 


15,978 


149,927 


253.693 


17.544 


Electrical machinery, equipment 












and supplies 


49 


16,378 


163,797 


248,348 


13,924 


Transportation equipment 


19 


5,708 


57,621 


81.334 


5.397 


Instruments and related products 


40 


2,740 


23,385 


41.108 


1.377 


Miscellaneous manufactures 


50 


1,896 


14,352 


23.085 


2.937 



SELECTEim^^^ 



CITY OF PITTSBURGH 


688 


46,615 


$ 388,458 $ 


699,910 


$ 22.691 


CITY OFCLAIRTON 


10 


4,886 


44,272 


33,235 


6.904 


CITY OF DUGUESNE 


5 


3,897 


38,150 


87,541 


1 


CITY OF McKEESPORT 


33 


8,050 


68,190 


140,329 


14.234 


CARNEGIE 80R0UGH 


25 


1,628 


13,520 


27,363 


1.070 


McKEES ROCKS 80R0UGH 


22 


2,535 


20,052 


42,247 


2,192 


OAKMONT 80R0UGH 


19 


1,952 


19,926 


29,237 


936 


SHARPSBURG BOROUGH 


18 


593 


5,312 


9,873 


563 


WILKINSBURG BOROUGH 


15 


215 


1,602 


3,253 


108 



Source: Penna. Industrial Census Series. Release No. M-5-70 
Penna. Dept. of Commerce. 
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Chamber of Commerce of Greater Pittsburgh 



JOBS AND SKILLS 



1969 SURVEY 



Comliictcd (Iming June of 1969, the annual Jobs and Skills 
Availabilitv Snrvcv shows demand io\ enti v level personnel up 
substantiallv iiom last vear and far exeeedmg supply for the 
fifth stiaight vear. Demand for high school and technical gradu- 
ates was particnlarlv strong, rc»flecting the need tor immediate 
personnel relief b\ emplovers faced with an extiemelv tight 
labor market, 

I.i June emphnment in the Pittsburgh Standard Metropoli- 
tan Statistical Area (Alleghenv, Beaver, Washington and West- 
moreland Comities) leached its all time high,' 962,000. Un- 
cmplounent uas very low (2 9%) despite the usual influx of 
students seeking summer work, A strong economy, high em- 
plo' menl, and a small labor pool created many pressures that 
wcic reflected in higher wages, increased overtime, the use of 
marginal labor and, in terms of our studv, in greater compe- 
tition for the skills and energies of entrv level personnel. 

\'irtually all oi the major employers m the Greater Pittsburgh 
area participated in the 1969 Siirvev. Specificallv, 231 com- 
p.mies emplovmg 242,39.5 people returned completed ques- 
tKmnaires detailing their needs f^ ^try level personnel in 
scventv -eight vocational categories. These cooperating com- 
panies emploved 27 5% of the total nonfarm woik force in the 
ar^a. With the exception of Wholesale Tiade, tlic sample within 
each ol the nine Buieau ot Labor Statistics mdustrv categories 
was strong and permitted sound demand piojccticms to be cal- 
culated. In the Mannfacturingcategoiv, more than half oi those 
emploved weic at work with companies lepiesented in. the 
Chamber Sui vev. 

Total demaiul tor new graduates in 1969 was 30,161, an 
increase of almost .50% over tlic 1968 demand figure, 20,270 
and the highest total reported in the five veais during which 
the siirv«:*\ lias been conducted. Demand foi giaduates of four 
year colleges was down somewhat but 1969 demand for those 
with technical and special schooling bevond high scliool (1-2 
years) was double that of 1968. Tlieie were lieavv lequire- 
iiiciits for aceountaiits, draftsmen, EDP peiscmnel, muses and 
stenogi aphers. Major shortages of cleiic.il and counter s.iles 
personnel could be predicted fiom a match of supplv and de- 
mand entries on the 1969 chart. Among the trades, machinists 
and welders were in high demand. Hospitals repoited manv 
unfilled openincs for un.skilled personnel, as wefl as for those 
with speciali/.ed training in vaiious medical suppoit disci])lines. 

The bullish characteristics of the* Pittsburgh area labor econ- 
omy were noted in fhc report of labor suppK and its post- 
traiuing distribution, with .39.5% of the 27,705 high school 
seniors enrolled in the 102 secondary schools that participated 
in this V ear's survey indicating plans to contiuiie their educa- 
tion at four year colleges. This figure was than 6% 
from last year. Of the others, 20,2% stated thiifl^Lvoiild con- 
Ifniie their formal education-5.7% in teehnicul^chools, 3.6%? 
in trade schools, 3.97o in nursing schools and 7,0% in junior col- 



leges The militaiv services emolled 3 7^K and oiilv 23% oi 
6,758 planned to seek full time employment. Without review- 
ing the specifics of the demand figures,' these 6,758 graduating 
seniors iouiid 20.445 jobs available to thein. 

0i the 27,705 seniors graduating fiom the schools surveved, 
9,^60 or 34 1% had completed a program of occupational- 
vocational-technical training. This compared favorablv with 
last \ears figure. New programs on the secondarv level in Ac- 
counting, HVAC, Marketing, Electiic Appliance Repair and 
Medical Tech no log v were noted and were responsive to de 
mand lor peisoiinel tian^ed in these skills noted in pievioiis 
survevs. 

This vear 33 business and technical schools provided data 
for the Jobs Skills Survev. Of the 6,025 enrolled in these 
schools, 83.6% planned to find full time employment after 
graduation. Nine per cent would continue full tune study and 
7,4% would immediately enter military service While the pro- 
grams at these schools are rich and varied, i -continuing short- 
age of post high school trained draftsmen, stenographers, and 
medical support personnel existed. 

The work of the Chamber of Commerce of Greater Pitts- 
burgh in cieating an awaieness of the qualitv relationship that 
should exist between the demand for and the supplv of entry 
level personnel was noted by Allegheny County ComniissioneV 
Chairman Leonard Staisev, when in August of this year he 
formed the Committee for Caieer Planning. This group was 
organized to fiist studv the educational resowces available to 
graduates ol secondarv schools in this area, and to develop new 
vvavs of accjuainting these giaduates with those training oppor- 
tunities and the caieeis to which they lead. Next the Commit- 
tee will work to identifv the area's training needs and to create 
educational opportunities and piograins lelated to those needs. 
The Committee .should do much to direct training efforts to- 
waid are.is of true need and to miiiinn'ze duplication of training 
(effort, Connni.ssioner Staisev was pumiptcd to form this Com- 
mittee bv the Chamber's Jobs Skills Suivev and has asked its 
.luthois. Jay Jain^ll and Ted Hleba, as well as Chamber presi- 
dent Howaid Heimbach, to sei ve on the Committee along with 
representatives of County, Citv and parochial schools, and the 
piivate and public busiuess and technical schools and junior 
colleges ill the Ciicater Pittsbuigh area. 

This maiks the fifth vear of a projected five-year stud\ of the 
supplv and dein.uid ehaiacteristics of the entrv level labor mar- 
ket in the Pittsbuigh SMSA. Plans aie being made to analvze 
the five amni.il lepoits and to publish a full scale lepoit of the 
lieiids noted. This will be a comprehensive studv of demand 
by industry categorv,,bv entrv level, and bv vocation, and of 
the lelationship of supplv to this demand, the report will be 
made available to schools, to indnstrv and to planning groups 
some time in 1970 □ 
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/ 
z 


m 


WHOLESALE 


RETAIL 


FINANCE 


SERVICE 


GOVT. 




MFG 


CONST. 


z 
< 

h- 


D 
m 


WHOLESALlI 


RETAIL 


FINANCE 


SERVICE 


GOVT 


DEMAND 

1 C%/Cl c 

1-4 JOB 

MOO 




7 


• 


9 




1 


A 


3 


4 


5 16 


7 


8 


9 




1 


2 


3 


4 


5 


6 


7 


8 


9 










11 




21 








1 

1 














U 


27 


4 


! 1 \ 




26 


3? 


32] 


57 


522 


HIGH SCHOOL 












■ 










34 




31 




II 71 


r 










34 




9! 


» 25 


154 






































1 














8 


Aqmc ultufc 95 


34 








5; 






















1 


11 


31 






34 




73 




148 


Auto 8ody 88 


1/ 


FT 






IS 


























( 






17 




3t 


1 


61 


Auto DiestI 34 






























— 
















n 


r 


19 


Auto mectionics 241 


17 
























38 




31 
















31 


10 


48 


8usincsf cducotion 4283 


234 


1 U2 


U 


<46 




220 
















221 


) 18 


22C 


i 


3 




17 


254 


4n 


^ 68 


1005 


Cobineiry 82 


















































_ 


Cticmical toctinclogy 1 5 










ll Id 




222 
















221 


12 


222 








243 






10 


487 


>>>v>i bvnsiTifcu"n 04 








n 




















n 




1 
















1 25 


25 


v> v^fn <n vivyy i V9 
































16 


















16 


Uflla Dtn^tfcatHfl 01 A 
vuiv |/f vc V m m « 1 ^ 






31 


3! 


2 














95 




Ti 


8 


33 












95 


67 


203 


i^oiriDunvc voucoiion 9« J 


121 


234 




191 


121 1 


2 


















4 


24 




34 


166 




213 


281 


12161 333 


2267 


Cle^tfirilw 1^^ 
^ivEniciiy '04 








6S 


jj 




















i 


12 














! 105 


117 


kiv^iiwiiiC* 9 a90 






1 


342 
































1020 






' 21 


1041 


rooa services 


17! 


■* — -~~ — »— — - 


*K 






















4 






3 


i '7 







5 


29 


Industnol ort^ 1 041 






, 


1 ( 


19 
















38 




41 










38 


20 


60 


Inshumcntotton 5 








it 


hi 
















19 




1 S 






3fl 










^ 57 


26 


121 


Aitn^k immCLikm Irs 

fviacn ific snop i9B 




'9 


1 




6 




10 


4 






148 




10 


171 


232 




30 


46 




60 


191 


816 


311 


1686 


AAccti dfowing 776 






































3 








t 


31 


34 


AAclolluryy 




1 

4 






1 Ji. C 

I 469 


1 o 


















16 


54 


187 




4 








1929 


41 


2215 


AAalnl 1 DC 


i 






34 


4 














380 


5 


389 


30 




6 


1 








399 


26 


442 


Fottcrn makinq 6 








1 6 


























6 


11 












17 


Stinn 1 MA 


25 




31 






















t— 


17 


2 










42 




38 




82 


irvwci iraocs 


1 n 


04 




















61 


34 




10 










38 


49 


123 


WeUinn OT 
*w vising 0/ 
































16 






15 








38 


5 


74 


I An%n%mm^ Avf lex. 
XiUfnin^rciOi Oi> I 90 
























i 




14 


11 




1 








57 




83 


HOfiir iiiliire 1a 

ffl lie UIIIIIV 1 i| 


J 


























12 


22 




6 








171 


21 


232 


Ottier 457 


























30 


44 




20 






8 


162 
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12 


11 




3 








19 




45 


T3TAL QjaO 








2 
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5 


7 


88 


77 




4 
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10 


407 
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• U9int99 A lEV.liriiCAL 
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2 


9^ n wi.iL9 
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1 0 


10 


















10 








31 




38 


20 


















91 


22 






1 








33 




61 


~A 1 m 

Accounting 53 


T275^ 









12 






















12 


















12 


Advertising Off 1 0 









1275 
































1530 








1530 


AtfcroH mccti onic s 350 




1 w 
1 7 




21 


^ 


















4 


6 














11 




25 


Auto mcctionicf 89 


1 




c 


5 



















5 


5 








1 






38 


15 


54 


^iiiv wOOf 9^ 


1- _ 


760 


J74 


■ 1 


















155 


155 


4 

2 




! 1 




i 


950 


1616 


2571 


8arbcrin|| 65 




21 


21 






















~r 










21 


23 


^icncui ^4 




76 





/■ 

fo 


4 


















4 


6 




1 1 






76 




82 


Compulci pfogramfning 515 


. . i _ 


342 
























2 


2 


















2 


Co$mctoloi^y 576 


Tn 


517 












57 26, 


83 


'52 












399 


245 


696 


Oato processing 17 


- -i 








1 9 


1 ft 














951 


1 1 3 


44 














95 


161 


300 


Dfolting 


- 4 


~266 




90 


64 


















64 


156 
















156 


Arctiitccturol 19 




86 




10 














96 


152 




10 








- -r 


766 




428 


Electiicol 6 










1 A 














95 




111 


36. 










— 1 
— I 


95 




131 


Mechanicoi 205 








31 


CO 


34 
















21 


55 


68 
















52 


120 


Structurol 24 




31 




3t 


6 


















6 


12 








1 

1 


1 38 




50 


Dress Design 66 


-- — i 








t 


6 


















6 


16 


















16 


Elechicion 29 


- -i. - 








-- 


































! 




Electronics 503 




31 


5 


11* 


4 














57 


5 


66 


28 






1 






53 


951 10 


187 


Key Functi 417 
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. 1 




Merctiondisinq 235 






10 


1 6 
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76 


16 


92 
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76 26 
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AAOQcnng i20 
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- .,, 
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5 


Mortuary science 70 
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19 




1 9 
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PIV XA 

roA ou 
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26 
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136 






374 


516 


Scc'etoriol 335 


_ . 4 
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- ... 
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26 


Typing 52 
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W tiding 55' 
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Dental Asst. 11 
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Nursing Af St. 10 




















































Rccephonist 125 
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1 
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3981 












160 
















95 




95 


30 


44 


48 


3 




264 


131 




1320 


TOTAL 4145 
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43^ 


234 


1463 
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2470 






95 


62 














342 


















399 




501 
























































6S43 


172 ( 


k470: 


^147 




500 


464 


24 


6 


1 102 


1681 


634{ 408 


7 


076 


981 


280 


312 
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082 1 


254 1 


2271 4 


825 






1 


7139 
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306 




30161 
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Thi.s 1969 Jobs and Skills Survey was pvc- 
p.uvtl b\ Ja\ JaiTfll of Strauss PeisonncI 
Scr\ict', cliairman of the Chambers Employ- 
ment Services Committee, aiicl Theodore 
Hlelw, manager of the ChamlK'r's Educa- 
tional Affans Di\ ision The Sm vey is the fifth 
in a fi\e-part annual study of the demand and 
supply characteristics of the Pittsburgh area 
labor market for entry-U^\el skills. 

This chart and analysis o\ the 1969 Sui\'e\ 
is esptX'iallv tipped into Greater Pittshur^t. 
antl can tu- easiK remoxed for vour use. 
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JOBS FOR WHICH 
A HIGH SCHOOL 
EDUCATION 
IS PREPCRREDp 
BUT NOT ESSENTIAL 



One-quarter of our young people do not finish higli 
school today. For several yt^ars running, about 
750,000 each year have dropped out. What do you 
do for a living if you are one of ihese^ We have 
grown accustomed to hearing that the high school 
dropout is down on his luck; no job for htm. But 
this 1% not always so. Here's a list of jobs that 
may be open to applicants who have no diploma. 
You should remember, though, that given a choice 
employers tend to choose the applicant with the 
most education and training. If you can finish 
high school, do^ And then, look beyond to college 
before deciding you've had enougfi education. 

This summary gives only the highlights from the 
descriptions in tho Occupational Outlook Hand- 
book. For many occupations, special talents, 
aptitudes, and personal characJorietics are nec- 
essary. If you would hke compleiO details on 
entry requirements and additional infoimation on 
the employment outlook for ah the occup^itions 
listed, consult the latest ediUon of the Hand- 
book; it is published every other year by the U.S. 
Department of Laboi's Bureau of Labor Statistics. 

The Handbook contains the following information 
for over 700 occupations and 30 major industries. 

• Nature of the wo.k 

• Training, other qualifications necessary for 
enry, and advancement possibilities 

• Wh^^re employment opportunities are found 

• Employment outlook through the 1970's 

• Earnings and working conditions 

• Where to obtain additional information 

Reprints of all occup-^tions in the Occupational 
Outlook Handbook aiu available sop irate ly at 
prices ranging from 50 to 20C or $9.25 for the 
complete sot of 119 reprints. For a free price 
list, write to, 

U.S. Depnrtmnnt of labor 
Bureau of La!)Or Statistics 
2220 GAO Building 
Washington. D.C 20212 

\ 



OCCUPATION 
(cipployment 19G6) 



QUALIFICATIONS 
AND TRAINING 



tMPLOYMrNT 
OPPORTUNil its 
AND TRrNDS 



Occijf» i\ti> 



' Licensed 
Practical 
Nu'se 

(300.000) 



Usuji'v ftiusl be 17 or 18 
vtfars ofd. havt- comtdcled 
at icnsi 2 years of high 
school anj »i Sljtt* a^^provcfl 
practical nursing coursi*. 
and oass^ -a iu < nsnig 
aniinaii on 



StroMy c{i»nuiiuJ. it 

of very r,'»|iid tf«n*|fn, n. 
rit.i' C'Mif <_ti d tht il^-..d 
a herd. 



C lencr' and 
Rjlat.^d 

0'.»^.»l)HK IS 



Casl»r<;f Apt»ltcanls who h^vf* token 
d istr I but I vt; t ducdtr ur» or 
(700.000^ business subiecis pi.^cMfcd 



Ten- of thoui,.»»f1<i <»f up* 
ings yi jrty.buT con. fK-titt* 
kiM'n Many oppcri'fMt ' 
for t^i t-ttme work Vc'vr<« 
id cmp'oynicrit tncreut'*- 




Shipping o( 


Business subjects 


useful. 


T h.MJt ,jnd«» of opC'ntng*". an 


Receiving 






nja''y. Manv apphcaMib. r 


Clerk 






keen ccwnpfti Tio'^. 


(325.0001 
























Autonwhtic 


Most toiun skills 


tlifough 


A few thousand rpen.ny*- 


Parts 


job experience. 




yp/irly. Conttnufd ernpln, 


Co»jntfcrman 






nnrnt ynvytfi. 


(60.000) 









Salesman or 
Saleswofn,in 
(Retai I Iradr*} 

(2,f»00.00<:)) 



DiSfrtbutive 
courses useful. 



M.-iM/ opportumt'f '. fur fu<' 
or pofl-tirno w^'k ^• lu'cr.jt 
tncrcafie in crnployn^ent. 



Of cup«ili i>ri<» 



C,ift)i-f 
(205.000) 



Conk tjod Ch»:f 
(ObO.OO*1) 



K'iO'^t Stilts rcT'iirr (iTnb- 
ino ft»r which apphrai^i. 
ur.uaMy niui4 bo 16 (ir* r.jrno 
casos. 18), h ivt; foitpicltid 
8th gr .jdc. and in a Ui^id 
uate of a Statf"«u<nu vi d 
barber srhtud. 



Ski Mi, ui*u«iHy I oaf nod on 
thf Cf/tirc.ps II* ro'j'Mnj 

Sclrooli ar' jrtvrintjfjt fof 
wn.*k in Uirfic liolfff. and 
r^'^tyiiranis. Soitic If, no as 
apprent iCf .. 



Si'vcral tb(»u<.anri 'i.u ,Mr 
.Tnii»;<tl Iv. MiHl'MHif. fis,,. 

t'M.plOvMlont. 



f Kf cH»'rit rr)H>U'vi^' 
pot tiinit »♦„"=.. T hi. I' ,f' 
o;<« fun»)s tinnu <it'\ . 



4 
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OCCUPATION 
(empIoyn.6nt 1988} 



QUALIFICATIONS 
AND TRAK4ING 



EMPLOYMENT 
OPPOR'I UNITIES 
AND TRENDS 



OCCUPATION 
|{eniploymcnt 1966) 



QUALIFICATIONS 
AND TRAINING 



EMPLOYMFNT 
OPPORTUNITIES 
AND TRENDS 



(450«O0O) 



Cosnrietoiogist License require'!. Usually 
apphcdni r.KJsi oe ai leasi 
16. and have conipieied ai 
leasi 8ih grade iin seme 
Siaies. lOih or l^^ih) and a 
Staie-approved cosmeioloov 
course. In some Siaies. an 
appreniiceship may be sub- 
smuied for ihe cosmeioloov 
course. 



Job opportunities expected 
to be very QOOd. Very rapid 
employment expansion. 



Painter or Many acquire s^*\i infor- 
Papcrhynflfir m.-illy through on'thfjob ex- 
pu'ience. but 3-year ap- 



(473.000) 



Mnriy thcicsjndt. of oponni. 
euch vCiir. Slow inC.ie<»sc 
entployment. 



prenticeship reconimunded. 



Plasterer 
(50.000) 



A 3« or 4>vcar apprentice- 
ship reconintcnded. Many 
learn on the )ob. 



A few thouSTiHcl open n^s 
each year. Modeiatii tn 
crease in empio/ merit. 



Hospital For some jobs, mature work- 
Attendant ers preferred. Generally 
(700.000) «'a«ned on the job. 



Very rapid rise m eniploy- 
nient. 



Plumber or 
Pipefitter 

(350.000) 



Private 
Household 
Worker 

(2.250,000) 



Ability to do general house- 
work, usually learned at 
home. Should be able to 
read instructions and take 
telephone messages. 



E xcel lent employnient op- 
portunities. Many thousands 
needed annually. Moderate 
enipioynient rise< 



Waiter and 
Waitress 

(9/0.000) 



Two or 3 years of high 
school often preferred. Abil- 
ity to do sirt^le calcula- 
tions r>eeded. Neatness and 
calm disposition important. 



Good opportunities. Major- 
ity of lobs for women; how- 
ever, men preferred for jObs 
in fornial dming establish- 
mentb. 



A 5-year apprenticeship rvc- 
omniended. but mdoy I^arn 
on the |ob. Trade or corres- 
pondence courses can be 
useful trailing aids. 



^Lvrr^l thousand c - unin^_, 
each year. Mod«j:3to in- 
ert* 3"^^ in eniploymcnt. 



Roofer Many learn informally A few tliousdnU opening' 

(60 GOO) ^'^'^"Oh on-thc-|ob expcri- annually. Moderate mrrcuit 

erKe. but 3-ye3r apprentice- in employnient 
ship recomiriefKfed. 



Stonemason 
Marble Setter 
«nd 

Tile Setter 
(30.000) 



Many learn trade informally SnsuM number of opcinng'' 

through on-thc-iob experi ycTrly. Slow growth in en> 

ence. but 3-year appren- ployriient. 
ticeship recommcnjed. 



8ui>dtii y Trades 



Asbestos and 
In&ulaiing 
Worker 
(20.000) 



Most learn through 4-year 
apprenticeship. 



Several hundred openings 
annually. Moderate ernploy- 
ment increase. 



Structural-. 
Ornamental-, 
and Reinforcing- 
Iron Worker 

(75.000) 



A 3-year apprenticeship rec- A few thousand openmci^ 
ommended' anr>ijaHv. Rapid incrca<-c 

employment. 



Bricklayer Can be learned on the |ob, 
#*7c nnn» 3-year apprenticeship 

(i/b.UUO) reconmended. 



Several thousand oponings 
each year. Moderate rise 
in employment. 



Carpenter Some learn skills infomially Slow increase >n employ- 
ifli;n nnni °" 4-year ap- nient. but many opcnmgs b 

' prenticeship recommended, each year tn this very large j 

occupation. " 



Drtving 
Occupations 



Busdnver. Must be in good physical 

Local condition, chauffeur's li- 

Transit cense required in most 

(70.000) States. 



Sm^ill number of oppurtt.ni- 
ties tof new worKerr. ycarly. 
but overall crop! oymer.t ca- 
pected to decline. 



Routeman Applicants aT least 25 years Several thousand ofK-niny<^ 
(255.000) °' preferred. In moft each year. Sl»o*»t ri&e m 



States, chauffeur's 
needed. 



license . eniplnyment. 



Cement Mason 
and Terrazzo 
Worker 

(55.000) 



Can be teamed on the lob. 
but 3-year apprenticeship 
recommen ded. 



A few thousand openings I 
each year. Moderate i 
crease in employment. 



Constfuction 
Laborer or 
Hod Carrier 

(725.000) 



Little forma! training re- 
quired. Usually must be at 
least 16 and m good physi- 
cal condition. 



Mar>y thousands of openings ij 
each year. Slow mcreace J 
in employment. II 



Floor Many learn skills on the Several hundred openngs 

Covering |ob. but a 3- or 4-year ap yearly. Moderate increase' 

Installer prenttcebhip recon^mendod. m enH>lovTent. 

(35.000) 



Lathfr At ten&t a 2-ye«ir app'en- About },000 otieninyr< tin- 

lic^ship recommended, nunlly. Moderdle increas-" 

though m.iny le«irn tr,id<: in- in employment, 

formally. \ 



(30.000) 



Taxi 
Driver 

(85.000; 



In geneial. must bo over 21. 
have chauffeur's license, 
and special taxicab opera- 
tor's license. Many com- 
panies prefer drivers to 
have at least 8th grade 
education. 



Miiny opportunities foi 'ir w 
wnrkers, though number of 
Cfibs is; declining. Insr<ib«! 
ity inconx; Cauoes hij;*! 
turnover. 



Truckdriyei< 
Local 

(1.150.000) 



Generally, must be at least 
21. In some casns. need 
only 8th grade eduratio^'i. 
in others. 2 to 4 years of 
high school. Mu<>t be m good 
physical condition and have 
a chauffeur's license. 



Rapid incrrj.-ise in emijlov 
ment. 



Truckdnvor, 
Over-thc- 
ROiid 

(620.000) 



Mus* be at least 21 < in good 
physical condition, ond have 
a good driving record ancf h 
chauffeur's liCen:;C' Muny 
fleet operators, hue only 
thnge over 2b: sorno require 
8 yenrs of school, othcts^ 
10 or 12. 



lli:tjs.4nds of n^'vv dnvcri 
nctdnd each yrnr. P,i('«f 
incre<«'"«*' m fn pti»V'»r>i'nt. 
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OCCUPATION QUALIFICATIONS 
(employment 1956) AND 1 RAINING 



EMPLOYMENT 
OPPORTUNITIES 
AND TRENDS 



I OCCUPATION 
I ^employment 19G6) 



QUALIFICATIONS 
AND TRAINING 



E.VPLGYf.U-Nr 

Ofroiaur.MiiLS 

AND IRCNDS 



Machine* 


Usually leams skiMs on the 


Little or no overall emptoy* 


Tool 


job. 


ment grov/th. but thousand:* 


Operator 




of rep<acem(*nt openings 


< 500.000) 




yearly. 








and 






Repnirffujr* 






Appliance 


Mechanic a> tiN«'ity neces- 


Thousnrids of openings 


Serviceman 


sary. Skills le^mied on the 


yearly, flaptd iricrease in 


0 95.000) 


|Ob. 


employment. 


Automobile 


Most learn skills on the 


A few thousand openings 


Body 


lob. A 3- or 4-year appren- 


annually. Moderate employ- 


flepairman 


ticeship recommended. 


ment growth. 


(95,000) 






Automotife 


Most ledin skills on the 


Mori than 20,000 job open- 


Mechanic 


lob. though a 3' or 4'year 


ings yearly* Moderate em- 


CbBO.OOO) 


apprenticeshrp recom- 


ployment growth. 


minded. 




BowliDQ-Pin 


Many learn through brief 


A few hundred rep'actiment 


Machine 


course in factory school 


openings each year, little 


Mechnnic 


foMowed by on'thc'-f Ob trjin- 


or no change in employment. 


(7.000) 


ing . 




Diesel 


Most tram on the |ob. Some 


Very rapid employment in- 


Mechanic 


leoff^ the tr^^de thrcugh ap* 


crease- 


(76.000) 


preMt'ce^hip (usually 4 




yectrs). 





Electric Empic yes pfe'er hiph school Several hundred openings 

Sign graduates with eiectncal annually. Rapid increase in 

Serviceman and mechanical asMtudcs. employment. 

(6«000) Most learn skrils on the job. 



Electrician 
iMamtenance) 
^235.000) 



Skills learned either thrO'H^h 
apprenticeship (usudlly 4 
years) or on the job. 



An incre*ase of 
sand annual ly. 



a few thou- 



Farm Many learn skills on the 

Equtpmr.'ot |ob. a few learn throtigh ap- 

M9ch£:n«c prcnticeship. 

(40.000) 



About 2.300 openingsyoarly. 
Model dte ri se in employ- 
ment. 



IndiiStriai Most acquire s^ill mfor- 

Machinery mally thtouoh on*thC'iOb 

Rei*airman expc'tence, some through 

1150.000) apprenticeship. 



Several thousand Openings 
annually. Mtulerate increase 
in employment. 



MrlU* light 
<72.00iM 



SKill acquired erthe' throtnh Sevrml tltonsand opcnlng^ 

OpprentiGtr.hip {usually 4 yor^'fy. Stow increase *n 

ycarb) or training on t^e en»ploymunt. 
lob. 



Tr'jok or Mot»t le<trn on thf |0b, but 

Bus 4-vejr ^ppffriHccvhip rfjr- 

MtM-h.inic OJun onrl. d. 

(1 )0,000» 



A few thorisnnd truck trid- 
eh.rnjcr. nnd a few hundred 
b.is nH'ch.ifucs will be 
ne«i«,f) annually. 



-i 



Hotolf, 



Hotel Nt> sptjcific edut Jlion re- N'tMrl y a t^^*'" • 'i^j u, t rii - 

Bt-Hman qu'rvtienib, but I'lgM school tTr.nu.TKy. but felutw»_*\ f. 

Or Bell an Advantage fof pronitition fuj c^tpld'n brilhs ». • 

C:ipt()in to other hotel |Obs* ploy'ivri! gr<</vth. 
(25.000) 



Hotel No specrfic cducatfcnjl re- 
Housekeoper quwenicnts. but ni »fiy en> 
or ployers pre'or appl-c^mts 
Assistant with at least a high bchcol 
diploma. Cou'scs «ft bote' 
hcxisekeeping helpfu'. Re- 
quirements depend on s*ze 
of hotel. 



Vt.trly. 
grDA'H 



than 1 .000 opf ft • - 
. R ir p I d e'f»t,jUi\ n 



(20.000) 



fla^lrojd? 



Railroad No previous trairnng re- 
Brakcf nan qui red. 

(76.000) 



Several tnoti,jMd op nfi.j 
annually. Em:)lov"i' f»t 
pected to de^,line t^fcus 
the early 1*^70* s hut v,.' 
stabilize or inc'C-ri^' 
Slightly m the LUc 19/0 



ftailroad New employees usually re- 
Bndge and ceive troming helpers. 
Building 
Worker 

(14.000) 



A S^jH nunibi r of Opcrn'- . 
ejich year. En?plovrient r. 
St»ibili?e or even i/ur.,^^ 
Sl<ghtly in the r jf K 1*^7u ■ 



flailroad Must have sev*>ral years' ErT.ployrrK nt ^-vp ^rl#«d 

Cortductor experience as a brakcman tinue to cU;( Itn: in iho * 

(39 000) '"^ pass required exam- I970's. and inci _ :'*.t' s' 

tnations. ly «n lat^r p.,rt of 1? 



Railroad Most ra< lro3ds prefer v.crk* 
Track ers 21 to 45 years of ace. 
Worker Must be =ible to read and 
(61 000) heavy wofk. A 

' high school cdJc^i^oT de- 
sirable to adva^vc to fore* 
man . 




S#_ve'al fho''r.i.'iJ ner. v- > 
ers WM be hrr«7d ,Tt»;u} 
Dtrli^e- in e tnlo/fTion* 
pcctc-d to co.«tini*«; . 



UK 
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EMPLOYMENT 

OCCUPATION QUALIFICATIONS OPPORTUNITIES 
(employment 1966^ AND TRAINING AND TRENDS 


II Ef/.PLOYMCNT 
1 OCCUPATION QUALIFICATIONS OPPOR 1 UNITtF.S 
I (employment 1966) AND TRAINING AND TREi\l-»S 


. Vending Skills usually » ca r r.ed Moderate* empfovment in- 
^ Machine through training on the job. c(ea:>e. 
Mechanic 

(15.000) 


Motion One tu 2 yearb' appftntice- Snght t^^'f^.'^- in ». 
Picture ship usually required. nicnt. but optnuKj^ v-. f' ' 
P<ojectionist scaice m thi? r. x» -vl 
(15 000) small occupation. 


Watch Usually no specific educa* Many current openings due 
Repairman tional requirements. Tram- to longrun shortage of quai 
(25 000) '"^^ available m watch re- ified workers. 
' pair and vocational schools. 

Some learn sk'Hs through 
• spprcnticesb tp, others on 
the lob. 




Photographic A few weeks to several A few hundred openirn; • 
Laboratory months training on the job. nuaMy. Mjny of the 

Workc' depending orj the paiticuldr skil'ed |ob*» will be {iMc 
(Semiskilled) job. by women- MiKicratc »• • 
(30,000) ployment i nc re ds**. 


, Manual 
Occupations^ 


Assembler Should be m good physical Slow increase m employ- 

• * wwi^/"y| 1/1 iw > i V i/> 1 diiu 'BdVc 5t"»'U nit^Mi* 

I7BS 0001 3P*»tude foi mechanical 

• ' work. Most learn skills on 1 
the lob. 


Ij Power Truck Usual ly learns ski lis on the Moderate iruioasc m ♦ 
i Operator job. Some firms have tram- ployment. 
1 (90,000) programs. 


Production Most learn through training Si'vci.il thou'^aiul lu^ilO' 
Painter on the job. ment oppoitunit>es annud!', 
(155,000) 


Muiufivuiie iviosi icarn on ine joo. A More than 1,000 openings 
Painter few learn through 3-ycar yearly. Moderate employ 
(25,000) •PP'cnticeship. ment growth. 




Shoe Most workers learn on the Conlinumfj s h c«i t a o c ( f 
Repairman job in large shoe-repair workers. 
(30 000) *^ops. Some vocational 
schools offer training. 


Automobile Skills learned on the job, A fe^ hundred openings 
Upholsterer A small number learn annually. 
(6,000) through 3- or 4.year appren- 
ticeship. 


Stationary Some cities and States re- Ftvv entptiynuiat opij(?»t i . 
Fireman quire license. Skills cin be tie^. Duclme in tnipl », 
(45,000) 'e*»'"ed on the job as a ment 
helper. 


Blacksmith Most learn m shop, others Sevcal hundred replace- 
(15,000) ^'^'^"O^ ^' 4-year appren- ment openrngs annually, 
ticeship. though overall employment 


will decline. 


Welder, or Generally, several years of Several thou.^rfnri n, k - 
Oxygen and trarnrng on the job. Some <rs necdod yt^fl,. i 
Arc Cutter less skilled jobs can be • nci'i.i'ie m ctr.pU , t.^^Sk 
(460,000) 'c3r'^cd after a few months 

of training. fi^^^ 


Boilermaking Boilermakers often lecrn Ahou? 600 replacement open- 
Worker trade through 4.ycar appren- tngs annually. Sic* em- 
(25,000) *'c«*^»P' lavout rtien and ployrntnt growth, 
ftt'up men usually acquire 
skrf Is on the job. 


I FoundrieG 


Electropiater Most leam skills on the |oh: A few hundred |Obs open 
(13,000) through 3- or 4-year annually. Limited employ- 
apprenticeship, ment growth. 


1 Foundry A 4-year apprenticeship rr- Si vemi hun<{f. d open 

Coreniaker quired to become skilled unnuaHv. cfnifly for » 
(20,000) '^snd coreniaker. training on placpinfiu. Slow yi'», " 
^ the job sufficient for most in eniployint n* 
machine corcmakmg jobs, 
at feast an 6th grade edu- 
cation needed. 


Furniture Skills learned on tho job. Continutng Shortage off 
Upholsterer High school courses m workers. | 
(30,000) caning, furniture mak- 1 
tng. textile fabrics, and up- 
holstery repair helpful. Marv 
ual and finger dexterity 
important. 


Foundry A 4-ycar apprentices'iip re- About a thousand repf " 
Mulder quired, and at least an 8tli munt opeiMnys, «^nnii.j'lv 
(55,000) education. trttle or no o'owth m« vu 

ploynient. 


Gdsohne Must have driver's licpri<n S^vor^l thnii«.^n/'i 4nH ••f«>i-> 
Service and know simple anthrrjetic. and part-time openings an- 
S****^" nually. Modciat<' increase 
Attendant tn employment. 
(360,000) 


' Cit^Vf r n'n(""it *- 
Occtij.;jtiiri'. 


Mail Carrier Must be citizen. 18 ye^irs M^ny t!KJU',.inds of o, t 
(190,000) °' '® vears. if hioh inus c.ich yoji. Tot H nu'f 
school graduste). Mu-.t p.iss bor of jt'bs e^^M'Ctce to - 
civil service and physical rr* asc rnr.deralely. 
examinations. 


Jeweler or Usually learned either Continuing shortage off 

•*»welry through 3- or 4-ycor appren- workers. 
Repairn»tin ticcship or training on the 
125,000) iob. 


Munufutturino Generally trained en the Slow inrro.jse m employ- ' 
Inspector job. * ment. 
(57&,000) 

• 
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Post.ii Clerk Must pn^s v,»:»ien civil Thouo.indt. of opemriM 
(280,000) *orv»re examination and ytjarly. Mi»der.f!f» tM.f.i..v 
physical examination. Good nie.il iiitic.i.i. expr-tti'd. 
mcitory csscntt.<l. 
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OFFICE OF STUDENT 
EMPLOYMENT 



130 



Pa«e 1 



Since 19639 the Pittsburg Boctrd of Public Education has subscribed 
to the philosophy that Job placement of students Is one of Its Inherent 
responsibilities. Since that time, the school system has maintained an 
Office of Student Etaiplpyment. Up until September of 1970 , Job placement 
services emanated from the Division of Pt^il Services as a responsibility 
of counselors and school social workers. During the sane period, the 
Division of Occupational^ Vocational and Technical Education assumed the 
responsibilty of placing OVT graduates in full time positions » and other 
OVT students in Cooperative and Work-Study programs related to their particular 
skill-centered courses. The OVT placement operation involved the services of 
school- and central-based coordinators t while coimselorSf with the help of 
classroom teachers and school social workers ^ carried the responsibility of 
all other placements. The latter covered part-time , full-time , and vacation 
employment for students in attendance » dropouts ^ graduates » also work experieace 
for the atypical student in need of adjustive services. 

In September^ 1970 » all Job placement activities were brought into a 
central office und€F^ Associate Director for Student Employment. (Even 
though the Associate Director reports to the Director of OVT, the service 
transcends all departments.) 

The Office of Student Employment is constantly concerned with ways 
and means of enhancing the total placement function. One of these is the 
development of an improved Central Job Bank. 

The following forms and procedures are presented: 
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Pittsburgh 
Public 
Schools , 



OFFICE OF STUDENT EMPLOYMENT 



Division 
Of OVT 
Educati on 



Implementation of " "the Central Job Bank 



Intake Procedures : 

!• Central-based coordinators have the responsibility of distributing J«D« 1 Forms 
on which students from both senior and Junior high schools make application for 
employment. Job procurement service covers all types of requests: full time 
for graduates and terminals; part time for students in attendance. It is open 
to students in all curricula. 



a. J.D. 1 Forms may be requested by any teacher or school administrator 
as a part of their service to students: for example, guidance 
counselors, school social workers, principals, vice principals, 
area office administrators, homeroom and classroom teachers, persons 
involved in special projects, such as Liaison, Urban League, and 
Student Employment Trainee (SET). 

b. Parents and community agency workers may also obtain J,D. 1 Forms , 
either from central-based coordinators or from central office. 

c. Central-based coordinators will work closely with school-based 
coordinators and with central offi'^e in the filling of Job orders. 

d. The central-based coordinator's mail box in the high school building 
will be the only depository for Job applications, and for requests 
for forms or interviews. No responsibility will be assvuned by 
coordinators or central office for applications left elsewhere. 

e. Pupils seeking Jobs from the Junior high schools that feed into 
senior high schools are the responsibility of the central-based 
coordinator assigned to each of the senior high school buildings. 

^*l^ee accompanying list of Junior school buildings as they relate 
to senior high schools). 



Procedures for Output of Service : 

1. Central office will act as a daily clearing house, distributing information 
to central- and school-based coordinators on Job openings. Opportunities for 
emplpyraent are procured, in the main, from the following sources: contacts 
with >>usiness and industry; classified civil-service information; apprenticeship 
openings; concessioners' needs for stadia, arena, and park facilities; direct 
requests from food establishments, and hospitals. 

2. Resource agencies in the field of student employment whose services are available 
to the public schools, some through active participation are: Urban League of 
Pittsburgh; bureau of Employment Security; City Neighborhood Youth Corps; School 
Neighborhood Youth Corps; Job Corps. 

3. It is assumed that school curricula includes the preparation of youth in the 
following areas: filling in application blanks, dressing for the interview, 
conduct during interview, and attitude toward employer and fellow-workers. The 
Job Educational Experience Program, a suppliment to OVT skill curri culm, has 
been instituted as one of the means to achieve preparation for Job seeking. 

U. The central-based coordinators will share with each other and with central 
office all details surrounding filled and unfilled Jobs by means of a J.D. 2 
Form . In Job placement, time is of the essence. The sharing of unfilled 
Jobs, in particular, must be done daily by phone; hovever, the J.D. 2 Form 
is set up as a weekly report for review in central office at weekly staff 
meetings of c&ordinacors. 
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5. The school-based coordinator, who is a teacher of Distributive Education 
in the mornings, has the responsibility during two afternoon hours to 
participate in Job development and Job placement activities* In the 
capacity of school-based coordinator during the afternoons, the D. E. 
teachers will work with central-based coordinators whose service is 
not limited to OVT placements. The school-based coordinators are 
equally involved in Job procurement for all students who make application. 
The J »D. 3 Form will be used by school-based coordinators in making 
weekly reports of filled and unfilled Jobs in exactly the same way as 
the central-based coordinators utilized the J.D. 2 Fo rm. The J.D. k Form 
is also used by the school-based coordinator to make weekly reports 
on Job placements. Both J.D. 3 and J.D. h Foncs are turned over to 
the central-based coordinator for review during weekly staff meetings. 

6» The J.D. 3 Form is the one used by counselors for reporting their own 
placements, exclusive of those handled by the coordinators. The report 
should also include teachers' placements of their students. This is a 
weekly report turned in by the counselor to the central -based coordinator 
for delivery to central office. 

SUMMARIES AND STATISTICS : 

1. It is the responsibility of central office to prepare statistical and 
narrative reports of all Job Bank activities, to act as a clearing 
house for all Job placements, and to make this information available, 
periodically, to all school personnel. 
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SAMPLE 



Page U 
J.D. 1 



Hame 

Address 

Driver's License Yes No 
Parent's Name 
Type of Work Requested 

Part-Time 

Previous Work Experience 
Comments 



STUDENT 

REFERRAL CARD FOR JOB PLACEMENT 
Date of Application_ 
School 



Grade H.R. 
Telepho. » 



Date of Birth 



Vacation 



Full-Time 
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OFFICE OF STUDENT EMPLOYMCTIT 

k2k Administration Building 
682-1700 Extensions 2ZU and k6S 



This is a monthly report on Job placements for students of 
High School. PLEASE POST ON TEACHERS BULLETIN BOARD. 



Month of 



Ksne of Student Employer Address ^e of Job 



Ctatrtl-Bssed Coordinator - School-Based Coordinator 

Mrs. fiose L. Smith 
Associate Director 
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PITTSflUHGH PUaiC SCHOOLS 
DIVISION OF OCCUPATIONAL, VOCATIONAL, Alfl) TECHNICAL EDUCATION 



TOt All Senior High School Principals, 

Counselors, and OVT Staff 

FROKt a* G. Lamping 

DATEt August 25, 1971 

SUBJKTt SCHOOL ASSIGNMENTS FOR OVT COOilDIIkTOilS 



COORDINATORS 

Edward Burger 

Michael Dimperlo 

Anthony Gamberi 

Crist King 

Karle Kirk 

Kurel Sneed 
Laura Williamson 



SCHOOLS 


PHONE NO^ 


Oliver 


321-4358 


Perry 


322-3700 


Allderdlce 


521-2100 


Gladstone 


i»21-0472 


Sehenley 


687-43^2 


We8tj.nghouse 


661-7033 


Allegheny 


321-8310 


Langley 


331-2574 


Carrick 


882-2226 


South Hills 


381-2172 


Peabody 


661-2900 


Fifth Avenue 


471-1045 


South ' 


431-2344 



The CoordlnAtore nay also be reached at 682-1700| Extension 471* 
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PITTSBURGH PUBLIC SCHOOLS 
DIVISION OF OCCUPATIONAL, VOCATIONAL, AND TECHNICAL EDUCATION 
Offl ce of Student Employment 

RESPONSIBILITIES OF CENTRAL-BASED COORDINATORS 



STUDENTS NEED NO LONGER BE ENROLLED IN OVT COURSES IN ORDER TO AVAIL THEMSELVES OF 
SERVICES , BOTH SCHOOL- AND CENTRAL-BASED COORDINATORS ARE NOW CHARGED VITH THE 
PRIiMARY RSIIPONSIBILITY OF FILLING JOB REQUESTS FROM ANY AND ALL STtfTOTS , AND ARE 
responsible: to both the assigned SCHOOL PRINCIPAL AND TO TOE ASSOCIATE DIRECTOR OF 
STUDENT PLACE:4ENT , 

1. Conduct pre-work seminars for any students who have not had proper 
preparation and training in methods of securing employment, interviewing 
procedures, legal regiaations, proper dress, and other related information. 

2. Develop leads and identify educational work -experience opportunities by 
making contacts with business and industry. 

3. Make industrial and business surveys to aid 'n program development and 
implement ati on • 

Work with school counselors in screening applicants for work-experience 
* programs, full-time and part-time Jobs. 

5. Place students on work-experience ("Coops") Jobs after conference with 
school-based cooj^dinators , counselors, and appropriate teachers. 

6. Visit training stations, ("Coops") obtaining ratings on students, determining 
work-experience grades, and other pertinent information. 

7. Confer ifith the school-based coordinator relative to placements. Job problems, 
and student weaknesses. ("Coops") ' 

8. Develop criteria for entry level employment competency and training guides 
to insure the educational involvement in the work experience. ("Coops") 

9. Function as team member in the operation of a "job Bank" covering all types ^ 
and phases of student placement— part-time , full time, terminal, and graduate. 
This entails working closely as a team with school-based coordinators, teachers, 
counselors, and other central-based coordinators. 

10. Follow up the placements to see that all necessary functions are being carried 
out by school-based coordinators in designated areas. 

11. Assume responsibility for keeping all necessary records on student placements, 
contracts made with employers, and other records. Use the forms provided for 
sharing your information, periodically, with the central office of student 
employment . 

12. Coordinate all activities in Job development and Job placement in assigned 
high school and supervising school based coordinator activities. 
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PITTSBURGH PUBLIC SCilOOLb 
DIVISION OF 0CCUPATI0:;AL, VOCATIO:IAL, AIID r:]C:;*:iCAL EDUCATION 



SCHOOL-BASED C OORDIIIATORS 

Edward J. Lockhard Eiith S. Singer 

Taylor Allderdice High School Peaboc^y Uif^h School 

21*09 Shady Avenue Mar^^aretta and N. Eeatty Streets 

Pittsburgh, Pa. 15217 Pittsburp;h, Pa. 15206 

Phone: 521-2100 Phone: 661-2900 



Thomas P. Stewart 
Allegheny High School 
8l0 Sherman A^nue 
Pittsburgh, Pal 15212 
PhCMie: 321-8310 

Virginia B. McCafferty 
Car rick High School 
125 Parkfield Street 
Pittsburgh, Pa. 15210 
Phone : 882-2228 

Ruth T. Blain 
Langley High School 
Sheraden Blvd. 
Pittsburgh, Pa. 1520U 
Phone: 331-257U 

Martha A. Morton 

Oliver High School 

Brighton Road and Island Avenue 

Pittsburgh, Pa. 15212 

Phone: 321-^358 



Fleurette Levicoff 
Perry High School 

Perrysville Avenue & Semicir Streets 
Pittsburgh, Pa. 1521U 
Phone : 322-3700 

Julian H. Salznan 

South High School 

South 10th and Carson Streets 

Pittsburgh, Pennsylvania 15203 

Phone: U31-23l*l* 

Arthur Innamorato 
South Hills High School 
Ruth h Eureka Streets 
Pittsburgh, Pa. 15211 
Phone : 381-2172 

i' bert L. Young 

Schenley High School 

Bigelow Blvd. and Center Avenue 

Pittsburgh, Pa. 15213 

Phone: 687-U322 



Carolyn Strothers 
V/estin*^house High School 
1101 N. MurtlancT Avenue 
Pittsburgh, Pa. 15203 
Phone: 661-7033 
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PITTSBURGH PUBLIC SCHOOLS Page ll* 

DIVISION OF OCCUPATIONAL, VOCATIONAL, AND TECHNICAL EDUCATION 
Office of StPdent Employment 

RESPONSIBILITIES OF SCHOOL-BASED COORDINATORS 



Ichool-based coordinators are those who teach distributive education classes and are assigned 
he last two periods of the school day as coordinators to assume the following duties and 
responsibilities : 

1. Become familiar with all OVT programs , with special emphasis on those ta\ight within 
their own schools. 

a. Know the instructors, location of classrooms, and students enrolled in 
ski 11- centered courses. 

b. Identify and counsel students before coop placement, and assist OVT teachers 
in implementing the JEEP course of study. 

c. Work with the central-based coordinator in your building in scheduling needed 
conferences with students if there is an employment problem to be resolved, 
and follow through with a report on remedial action. 

d. V/ork closely with school administrotors , teachers, coop work-experience 
students relative to schedules, aims and obJectiTes of the program. * 

2. ChecK da ily absence bulletin . A coop student is not persiitted to work without 
attending school. If a coop student is absent, call the home to determine whether 
or not the student is working and not attending school. 

3. Inform c oujiselors and all teachers concerned as to the progress of students assigned 
to the vrork-experience program 

•i. Visit wqrk_ stations regularly of coop students . There should be no less than two 
visits during a school term. A simimaiy of each visitation must be made to the 
central coordinator. 

a. Assume responsibility for a monthly report on distributive education 
students relative to gross earnings, deductions, net wages and reports for 
other programs when required. 

b. Coordinate all visits with central-based coordinators. 

5. Work wi tb^ the school counselor in the presentation of visual aids to tenth and 
eleventh graders, relative to the selection of OVT courses. 

6. Assume the responsibility for collecting and recording tiie following information: 

a. An OVT placement card for each student in the skill-centered courses. 

b. All records, for senior students, including thei'^ grades and attendance for 
tengh, eleventh, and twelfth years. 

c. All eleventh grade OVT students are to be kept in class lists. 

d. Responsibility for distr?.bution and collection of all rating cards, in 
cooperation with employer and witfe central coordinators. 

e. Responsibility for distributing and collecting competency rating sheets from 
skill-centered instructors for use in placement of students. 

f. Responsibility for completion of VEC employment certificates and employer- 
t^f^nee agreements. 

g. Completion and/or collection of J.D. Forms 2, 3, and U. 

7. Cooperate and take active part in the development of Job opportunities for the 
students in your school , rep;ardless of curricula. Work closely with the counselor 
and the central-based coordinator in filling the requests made by students for Jobs. 
A student need not be enrolled in OVT courses to avail himself of your services. 
Both school- and central-based coordinators are involved in filling Job needs witkin 
your building. 
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SCHOOL CLUSTERS FOR JOB PLACEMENT SERVICES 



Allderdice High School 

MiffUn Jr. High School 
Greenfield* 
Linden* 
Park Place* 
Regent Square* 
Sterrett* 
Swisshelm* 

Allegheny High School 

Conrpy Jr. High School 
Latimer Jr. High School 

Carrick High School 

Knoxville Jr. High School 
Overbrook* 
Banks ville* 
Mt. Oliver* 



Michael Dimperio 
Edward J. Lockhard 



Crist King 
Thomas P Stewart 



Marie Kirk 

Virginia B. McCafferty 



Fifth Avenue High School 

Gladstone High School 
Hays* 

Langley High School 
Stevens* 



Laura Williamson 
Michael Dimperio 



Crist King 
Ruth T. Blain 



Oliver High School 

Columbus Middle School 



Edward Burger 
Martha A. Morton 



Peabody High School 
Dilworth* 
Fort Pitt* 
Friendship* 
Fulton* 
Liberty* 
McCleary* 
Mornings ide* 
Rogers* 

Perry High School 

McNaugher* 

Scheoley High School 

Herron Hill Jr. High School 
Arsenal Middle Sc^ ool 

Frick* 

Holmes* 

Liberty* 

Wools lair* 



Murel Sneed 
Edith S. Singer 



Edward Burger 
Fleurette Levicoff 

Anjthony G amber i 
Robert L. Young 



*EleBientary Schools Housing Eighth Graders. 
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SCHOOL CLUSTERS FOR JOB PLACE^^ENT SERVICES 



South High School Laura Williamson 

Julian H. Salzman 

South Hills High School Marie Kirk 

Prospect Jr. High School Arthur Innamorato 

Knoxville Jr. High School 

Beechwood* 

Brookline* 

West Liberty* 

Westinghouse High School Anthony Gomberi 

Lemington* Carolyn Strothers 



•Elementary Schools Housing Eighth Graders. 
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NUMERICAL ABILITY 
Directions 

This test consists of fourteen numericeJL problems. Next to each problem there 
are 'five answers. You are to pick out the correct answer. If you do not find a 
correct answer, your choice will be E which means that a correct answer is not 
among the first four choices. Only one answer should be marked for each problem. 
Do your figuring on the scratch paper you have been given, and reduce fractions to 
lowest terms. 

The following are examples of problems in the test. 
Example X. 

Add 13 A Ik 

12 B 25 

C l6 
D 59 

E none of these 
In Example X, 25 is the correct ansyer - Letfer "B". 



Example Y. 

Subtract 30 A 15 

20 B 26 

C 16 
D 8 

E none of these 
In Example Y, the correct answer has not been given 
so Letter "E" should be your choice. 

Remember, each answer must be reduced to its simplest terms. For example, 
if two choices are 1 1/2 and 1 2/U, only the 1 1/2 is correct. 

You will have 10 minutes for this test. Work as rapidly and as accxirately as 
you can. Do not spend a long time on any one problem. If you are not s\ire of an 
answer, mark the choice which *s your best guess. 



DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO. 
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1. Add 



ANSWER 



8. Add 



ANSWER 



393 
1+658 
3790 
67 



A 7908 

B 86o8 

C 8898 

D 8908 

E none of these 



. Subtract 


ANSWER 


51+73 
2987 


A 2U85 
B 2U86 

c 2U96 

D 3U86 

E none of 'thesp 


Multiply 


ANSWER 


2.0U 
.75 


A 1.5300 
B 153.0 

c 1530 

D 15300 

E none of these 


Divide 


ANSWER 




A 1 13/U6 
B 1 23/U6 

c 1.5 

D 15 

E none of these 


Divide 


ANSWER 




A .02 
B .2 

C 2 
D 20 

E none of these 


3x10 
5x9 ' 


ANSWER 

A 27/50 
B 1 1/2 
C 30/1+5 
D 2/3 

E- none of these 


Add 


ANSWER 


h 3/k 
9 1/2 
13 7/8 


A 26 II/1I+ 

B 27 1/8 

C 28 1/2 

D 28 11/lU 

E none of these 



3 lbs. 3 02. 

6 lbs. 7 oz. 

7 lbs. 5 oz. 
11 lbs. 1 oz. 



?=33 1/3^ of 963 



10. 



?=12 1/2% of 816 



11. 



9 



55 



12. 



List price 

= $75.00 
Discounts 

= 33 1/3^; 2% 



A 28 lbs. 16 oz, 

B 28 lbs. 

C 27 lbs. 16 oz. 

D 18 lbs. 

E none of these 

ANSWER 

A 32.19 
B 231 
C 321 
D 32100 

E none of these 
ANSWER 

A .12 

B 12 
C 102 
D lOU 

E none of these 
ANSWER 

A 55/99 
B 11 
C 1+5 
D 99 

E none of these 

ANSWER 

A 25 
B 1+8.50 

c 1+9.50 

D 50 

E none of these 
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What one number can replace both question 
marks? 



1 

100 



lU, 



A 1 
B 20 

c 25 

D 200 

E none of these 



What one number can replace both question 
marks? 



8 =_? 

T 12 1/^ 
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A 1 1/2 

B '■1+ 

C 61+ 

D 100 

E none of these 



EXERCISE I ^ FOLLOWING Dli "ACTIONS 



f 
I 
I 

I 



ABCDEFGHIJKLMNOPQF STUVWXYZ 
Sample problem: Write the fifth letter of the Elphabel ; (E) 



Begin here: 

1. Dp you understand thi.t each letter is to be a capital made like printing and ■ 
put in the parenthesis after the problem? If so, write C in the parenthesis ( ) 

2. Wij.1 you remember no". to ask any questions during the examination? If so 
wilt Q ^ J 

3. Will you remember not to look toward the paper of any other pupil during the 

(examination? If so, write L ( 
U. Will you remember not to -turn over your booklet or any page of it at any time 



I 
I 
I 
I 
I 
I 
I 
I 
I 



I 



in the word AFTER which have just as many letters between 
them in the alphabet as in the word. V7rite the one of these two letters that 
comes first in the alphabet ( j 



unless you are told to? If so, write B; if not, write N ( ) k 

5- Write the letter 0 ( ) 5 

6. Write the eighth letter of the alphabet . . . . . . . . . . '. '. .' .................{ ) 6 

7. Write the same letter that you were told to write' in the fifth problem .'..'( ) 7 

8. Write the letter which follows the third letter of the alphabet '.'. .{ ) a 

9. Write the letter which the letter L follows in the alphabet .. . . . . .{ ) g 

10. If K comes after R in the alphabet, write K; if not, write R .............{ ) iq 

11. Suppose all the even numbered letters in the alphabet (that is, the 2d j "uth, '6th j 
etc.) were crossed out. The fifth letter left, not crossed out, would be what 
letter? ^ j 

12. Write the letter which follows the letter which comes next " after 's in the 
alphabet ^ j 

13. If E and F appear together in the alphabet, write E, unless T andz'also'appear' " 
together in the alphabet, in which case write T instead ( ) 

lU. Write the letter which is the third letter to the right of the letter'ihich'is ' ' 

midway between K and 0 ( j ^ 

15. Suppose that the first and second letters of the alphabet were interchanged j 
also the third and fourth, the fifth and sixth, etc. Write the letter which 
would then be the lUth letter in the alphabet ( ) -.c 

16. A certain letter is the second letter to the left of another letter .' "This other ' 
letter is the fifth letter to the right of Q. What is the "certain letter" first 
mentioned? ^ j - 

17. A certain letter is the fourth letter to the right of another letter.' ' This 
other letter is midway between two other letters. One of these last two letters 
is next after E in the alphabet and the other is just befofe K in the alphabet. 
What is the "certain letter" first mentioned? ( ) -^^ 

18. If the letters in the word IF appear in the sane order that they "do'ii. ' the 'al-" ' 
phabet and if the same is true of the letters in the word AN, write the letter 
Z. But if this is true of only one of these words, write the last letter of 
that word ^ j 

19. Find the letter which, in this sentence, appears a second +ime nearest 'the 
beginning. Write it, using a capital ( ) 

20. Find the two letters in the word AFTER which havp lust, mnnv T^i^^il ^'i'. 'i"' 



20 



\ 
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EXERCISE II - OPPOSITES 



Samples! up (short, dovr^, small, low, young) . 

(warm, ice, dark, cold, fire) 

. DIRECTIONS: Look at the first word on each line, think what word means exactly tl-e 
draw'a linf i^der'it.^'^^ ^"""^ ^'"""^ parenthesis on that line and 

Begin here : • 

(north, west, south, pole, equator) 

^' (may-be, wrong, no, sure, nothing) 

^' (bottom, side, cover, inside, feet) 

U. before,; ;.(late,now, soon, ^hen, after) 

5. difficult (hard, quick, soft, easy, common) 

6. friend (brother, acquaintance, enemy, wife, stranger) 

•7. succeed (yi^, decline, fail, accede, try) 

^' ^=0™^ (officer, shout, order, obey, soldier) 

9. beautiful (crooked, handsome, old, ugly, dirty) 

10. brave (painful, fear, weak, stingy, cowardly) 

^^^^^ (sorrow, humility, miserable, conceit, proud) 

12. expand (burst, smaller, contract, vanish, stay) 

13. genuine (coarse, counterfeit, adulterated, worthless, impuie) 

^^'^^ (person, work, push, give, hinder) 

(like, anger, hate, strange, lover) 

16. graceful (rough, homely, miserable, awkward, stout) 

17. extravagant (raiser, humble, economical, poor, wasteful) 

^^^^^ •' (reason, because, origin, effect, why) 

19. abolish (alter, qreate, continue, destroy, change) 

20. loyal... ^ (treacherous, eneriy, thief, coward, jealous) 
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EXERCISE III - DISARRANGED Sl/JTENCES 

Samples: nen money for work ( true false) 

uphill rivers flow all (true false) 

ocean waves the has (true false) 

DIRECTIONS: The words on each line below make one sentence if put in order. If tb-B 
sentence the words would make is true, underline the word true at the side of the 
page. If the sentence i.hey would make is false, underline the word false. 



Begin here: 

1. eat grass cows (true false) 

2. sail ocean ships the on (true false) 

3. sun morning the the in sets ; (true false) 

1». trees birds nests the in build (true false) 

5. mountains live the in whales (true false) 

6. comes Christmas a but year once (true false) 

7. float iron water on will (true false) 

8. days there in are week seven a (true false) 

9. usually are of made tables wood (true false) 

10. has short very a a neck giraffe (true false) 

11. cream ice children like most (true false) 

12. milk bees flowers gather the from (true false) 

13. obtained sea sugar from is water (true false) 

ih. .fuel wood are coal end for burned (true false) 

15. substances light lead gold and are very (true false) 

16. rivers lakes and many desert has a (true false) 

17. moon earth the from feet twenty the is .....(true false) 

18. hump camel has a his a back on (true false) 

19. grow and apples ground oranges the in ' (true false) 

20. music fond people many arc of (true false) 
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EXERCISE IV - PROVERBS 



DIRECTIONS: Read each proverb, find the statement tha- explains it, and put the 
number of that statement in the parenthesis before the proverb. 



Proverbs (Group l) 

) Make hay while the svn shines • 

) A drowning man will crasp at straws. 

) A stitch in time saves nine. 

y Rats desert a sinking ship. 

) In a calm sea every man is a pilot. 

) Destroy the lion while it is young. 

) He who would eat the kernel must crack the nut. 

) One swallow does not make a summer. 

) People who live in glass houses must not throw stones. 
) A mouse must .not think to cast a shadow like an elephant. 

Statements to Explain Proverbs in Group 1 

1. It pays to attend to troubles before they get worse. 

2. Leadership is easy when sill goes well. 
3* Make the best of your opportunities. 

Those who would reap rewards must work for them. 

5. It pays to do only one thing at a time. 

6. Desperate people cling to absurd hopes. 

7. Gsldr gtirnfd glrr gtom ud in fidsdyrt. 

8. Weed out bad habits before they are too firmly established. 

9. It is best to be silent when there is nothing to say. 

10. Those who have faults should not criticize others. 

11. Do not attempt the impossible. 

12. A single sign is not convincing. 



Proverbs (Group 2) 

) Every rose has its thorn. 

) A tree is known by its fruits. 

) All is not gold that 'glitters. 

) Where there is much smoke there must be some fire. 
) No wind can do him good who steers for no port. 

Statements to Explain Proverbs in Group 2 

1. Environment will not change one*s natui-e 

2. There is no happiness without its pain or sorrow. 

3. Appearancv?s are often deceptive. 

1*. It is better to be content with little than to gamble for more, 

^ 5. One cann».^t have the same luck forever. 

6. No object can be attained without some sacrifice. 

7. Deedr. she./ the man. 

8. We canno"^ help those who have no object in life. 
9* Suspicioi'5 usually have some basis. 

10. Asccciatxon v/ith evil is sure to le-^vc its effect. 

11. Who unao/lf»ke3 too much accompliGhec j'ttle. 

12. Div-isjon of responsibility biincr; poor results. 
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EXERCISE y 

is to steer as porl: is to ' 8. ..,..is to deft as a^kv/ard is to 



A. cow pig A, atlantis minister 

B. beef — pig B. object mini.^ter 

bull — pig C. atlantis sac red 

beef — chop D. war athei.'t 

£• bull — chop £• conscience — minister 



• •..is to eagle as Pek:nese is to 

A. sparrow — collie 

B. sparrow — Chinese 
. C. flag — - — Chinese 

D. vulture — Chinese 

E. vulture — crow 

....is to river as coast is to 

A. flood — beach 

B. tide sea 

C. bank sea 

D. flood — sea 

E. tide beach ^ 

....is to dog as Guerhffey is to 

A. terrier — cow 

B. bark cow 

C. tail cow 

D. tail Jersey 

E. bark Jersey 

...is to constitution as prologue is to. 

A. preamble play 

B. independence — epilogue 

C . in depen den c e — pi ay 

D. lav- epilogue 

E. amei.djnent epilogue 

...is to distance as pound is to 

A. far ounce 

B. far v/eight 

C. travel — ounce 

D. rod ounce 

E. rod weight 

...is to fish as gun to 

A. bait — shot 

B. cod — trigger 

C. rod shoL 

D. cod bullot 

E. vocJ hunt 



• , ..is to land vs knot iL to. 

A. acre rope ^ 

B mile sef- 

C. desert — rojje 

D. mile meter 

E. farm rope 



10 is to phrrician as secretary is to 

A. doctor office 

B. nurse executive 

C. doctor stenographer 

D. medicine — office 

E. medicine — executive 



11 is to prison as Louvre is to. 



A. warden — paramour 

B. warden musexim 

C. warden — France 

D BastilDe — museum 

E. crime artist 

12 is to Canada as Havana is to, 

A. Nome Cuba 

B. Detroit - Cuba 

C. Toronto - Cuba 

D. Alberta - Cuba 

E. Alberta - Florida 

13 is to all as part is to 



A. full 

B. each — 

C. each — 

D. full - 

E. each — 



- separate 
separate 

- many 

- many 
~ v^hole 



111. 



.is to diamond as circle Js to. 



A. gold round 

B. square — oval 

C. shat)0 round 

D cube round 

^. square.' — :'c 1 



EXERCISK VI - GEOf^irrRIC FIGURES 



4 



DIRECTIONC: Each problem asks a question that 
is ansv;ered by a number. Write the answer to 
each problem ir the parenthesis after the 
statement of the problem. 



Sample problem: 



Fig I 



Fig II 





Look at Fig. I. What number is in the circle but not in the rectangle? ( ) 



1. 
2. 
3. 



5. 
6. 

7. 
8. 



10. 

11. 

12. 
13. 



lU. 

15. 
16. 



17. 
fl8. 



,39. 
|?0. 



What number in Fig. I is in the rectangle but not in the circle? ( ) 

What number in Fig. I is in both the rectangle and the circle? .. . .{ ) 

Look at Fig. II (at the right). What number is in the rectangle but not in 

the circle nor in the triangle? ■ ( j 

What nuinbE.-r in Fig. II is in the rectangle and. in the triangle but not in the 

circle? ^ j 

(The remaining questions all refer to Fig. II.) 

What numbe?-is in the circle and in the rectangle and in the triangle? ( ) 

What is the smallest number that is in the triangle but not in the circle 

nor in the rectangle? _ _ ^ j 

What is the larjest number that is in the. circle but not in the triangle nor in 

the rectangle? _ ^ j 

Wi'ite the number that is in the lowest space that is in the triangle and in the 

circle tut not in the rectangle ( ) 

Find the geometrical figure (circle, triangle, or rectangle) that has'the 

least number of spaces in it. Write that nraibor of spaces ( ) 

How mar.y spaces are there each of which is in all three geometric figures? '.( ) 

How many spaces are there each of which is in one and only one geometric figure? !!."( ) 
How many spaces are there each of which is in two and only two geometric figure3?..( ) 
We may say that space 12 is like space 3 because they are both in the circle and 
triangle but not in the rectangle. Any space is like another which is in exactly 
the same geometi-ica] figures. Write the number of the space which is like spacs 6.( ) 

Write the number of the space which is like space 1 ( ) 

How many other spaces are there like space 9? . .. . . . . .{ ) 

ITnere is no other space like space 5, so. we may cal] space 5 unique (yuneek). 
Any space is unique which has no other space like it. Examine spaces 8, 9, 10, 

11, 12, and 13 :n order until you find another unique space. Write its miraber ( ) 

How n.vny unique spaces are there in Fig. II? ( ) 

V7hat is the rrrcatest nmibcr of unique spaces which it is ponsible to make by 
overlapping a circle, triangle, and rectangle? (You may draw any figures you wish 

on the margj)! of th.i s page) ( j 

Also what is the least number of unique spacer, possible? ( ) 

What is the greaicst number of spaces which it is pocrdble to make by overlappiop " " 
a circle, triangle, and rectangle? ( ) 
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EXERCISE VII - ANALOGI^IS 



Samples: fingure:hand - toe: (?) foot , Inee, arm, show, nail 

clothes :man - fur: (?) coat, ;, nima] , hair, skin, cloth 

tall: short - fat: (?) man, wide, thiij, boy, heavy 

DIRECTIONS: The first sample means: Finger is to hanl as toe is to what? Underline the 
word on each line that should go in the parenthesis in place of the question mark. 



r 
I 



Begin here : • ♦ 

1. hand : arm - foot: (?) leg, too, finger, wrist, elbow 

2. peeling :banana - shell: (?) skin, orange, egg, juice, ripe 

3. wool :sheep - feathers: (?) pillow., rabbit, bird, gcJat, bed 

h. coal: locomotive - ( ? ) :autonobile motorcycle, smoke, wheels, gasoline, horn 

5. man:woman - brother: (?) daughter, sister, boy, mother, son 

6. automobile: wagon - motorcycle: (?) walking, horse, buggy, train, bicycle 

7. hospital:the sick - (?):criminals doctor, asylum, judge, prison, sentence 

8. hat :head - thimble: (?) finger, needle, thread, hand, sewing 

9. captain : ship - mayor: (?) state, council, city, ship, boEs 

10. better : good - worse: (?) very good, medium, bad, much worse, best 

11. grass:cattle - bread:(?) ". tetter, flour, milk, man, horses 

12;- large:object - loud:(?) soft, small, heavy, weight, sound 

13. king:kingdom - president :(?) vice president, senate, republic, queen 

Ik. revolver:man - (?):bee wing, honey, flying, wax, sting 

15. * egg:bird -. (?):plant seed, shell, leaf, root, feathers 

16. education :i gnorance - (?):povcrty laziness, school, wealth, charity, teacher 

17. circle : square - sphere: (?) circuinference, cube, round, corners, ball 

18. point:line - ]ine:(?) surface, pencil, dot, curve, soli^ 

9. sanitation:aisease - (?):8ccidcnt doctor, hospital, bandage, cleanli.tss , 

0. ordinary:exccptional - many:(?) all, non3, few, com^non, more 



care 
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CO ON TO TUK NKX'i* P/iCJI 
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GO ON 'n TFIi: 
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BUS and STREET CAR 



DIRECTORY 



PITTSBURGH PUBLIC SCHOOLS — PITTSBURGH, PENNSYLVANIA 

LOCATION OF SCHOOLS AND HOW TO REACH THEM 
(T) Transfer 

♦Operated A.M. and P.M, Rush Hours Only 



School and 
Location 

rirnin. Bldg. 
341 South 
nollofiold 

Ave J UT o 



glldcvcdico Hicjh 
12409 Shrdy Ave, 



i'7 i 



Bus No ^ a n d Name 

All buses on 5th 

Avenue 
All buses on 

Forbes Avenue 
61C McKeosi^ort 
67jl Squirrel Hill 
67C Wilkinsburg 

61C Mc.Kocii])ort 
67H Squ iri-el Hill 
64A m.r>l Liborcy-- 

74 A Hohicv. oocl- 
Crconf:: old-- 
Squii rvX Bus 



Cror.r.i c>\:,i 



Board at 
5th and Smithfield 



Fori es and Stanv/ix 

Forbea and Stanv/ix 

Forbes and Stanv;ix 

Forbes and Stanwix 

Forbes and Stam;ix 

For bos and Stnnwix 

I^cnn and Highland 




Leave at 



Bellefield Ave, 



Bellefield Ave, 
Bellefield Ave, 
Bellefield Ave. 
Bellefield Ave. 

Forward Ave. 
Forward Ave. 

Forv7ard Av-^. 



ForV/Cird Ave. 
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School and 



)\ilinc;l.on 
220 Cob)3 Way 
nr. 2300 
Jonqo.i.1 v/i-y 
Jonquil li 
Hart Vfays 



Ar^senal Elem. 
39th and 
Butler Sis. 

Ai senal Hiddlo 
40th and 
Butler Sts. 



- Banksvil le 
Carnehan Rd. 

I 

I Baxter 

Brushton Ave. 
y at Baxter St. 



Dufi No, and NcM^iG 

54a Ar] i ngton 
54C North Side- 
Oakl c> nd- Sou th 
Side- (T) 
Tranr>f<ir to 
54A /Arlington 
at /vrlington 
and Browns- 
ville Road 

91A Butler St. 



91A Butler St. 



36A Mt. Lebanon- 
Banksville 

88 Frankstovm 
87 Ardinore 
76 Hamilton 
77B Fi-ankstown 



Dcj<.:rd at 
Smithf jcld 



6th and Penn 



6tlv"and Penn 



Forbes and Stanwix 



6th and Penn 
6th and Penn 
5th and V7ood 
5th and Market 



Lea ve c j t 
Sterling St 



Sterling St. 



39th and Butlo: 
Streets 



40th and Butler 
Streets 



Carnahsn Road 



Brushton Ave. 
Brushton Ave. 
Brushton Ave. 
Brushton Ave. 



I 
I 
I 
I 



School and 
Lo cr.tion 

Beoch\ood 
Rockland near 
Sebring 

Beln>ar 
K. Jf»ng Ave. 
and Ii'j:rmitage 



Brl t:<I)oover 
C^.''?::: )i\}yB\: and 
B-toll;i Sts. 

Bocrf;^ Avcnivo 
Doiyy- and 



Bus No. and Name 

42/38 Mt. 
Lebanon via 
Beechview 

88 Franks town 
87 Ardiaore 
77B Frankstown 
74A Homewood- 
Squlrrel Hill 

44 Knox vi lie 

49 Poltxhoovor 

41 E Mt. V7Gi;hing- 
ton 

42/38 Ht. 
Lebrnun vir. 
Bcochv j.rv; 

35 Cc\'iilc- 

Libri:-y^ 



Board at 
7th and Smithfield 



6th and Penn 
6th and Penn 
5th and Market 



Any stop on Wood 
Any stop on Wood 
Smithfjeld f<nd 6th 

7th and Sr.i thficld 
Gr:-.::L or MikjcI 



Leave at 



Alton Street 



N. Lang Ave. 
N. Lang Ave. 
Lanq Avenue 

Hermitage St. 

Orchftrd and 

Beltzhoovci 
Gearing and 

Sylvcnia 
Boggn Ave, 

ar;d Sofiel 

Street 
Palra Gardon 

Shop ^ 



Bon Air SLoV 



162 



School and 
location 



Bus No. and Namo 



Board at 



Leavvo at 



Bon Air 

(Continued) 



Brookline 
V/oodbourne and 
Pioneer 

Burgwin 
Glenwood Ave. 
and Mansion St. 



School and 
Location 

Carnal t 
Braining and 
Georgette St. 

•carrxcJc High 
125 Parkfield 
Street 



I 
I 
I 
I 



Chart:ier« 
3799 Chr^r tiers 
Avenue 



36 Castle- 
Shannon- 
Drake 

37 Castle- 
Shannon 

54C North Side- 
Oakland- 
South Side (T) 
53 Carrick (T) 
Transfer to 54D 
Bon Air 



41D Brookline 
Brookline Bus 



563 East ?gh.- 

Homestead 
56C McKeesport 
57 Glenwood* 
563 E. Pgh.- 
Homestead 



Bus No. and Namfe 
41D Brookline 



53 Carrick 

5lB Spencer Ave. 

46a Brentwood 

54C North Side- 
Oakland-South 
Side (T) 

Transfer to 53 
Carrick at 
Brownsville and 
Arlington 

21C West Park (T) 
Tranr>fer to 24A 
Brortdhorid at 
Islc^nd Ave. and 
Char tier.*: Av^i. 
J^cKcon Kocks 



Grant or Wood 



Grant or V/cod 



McKinley and 
Brownsville Rd. 

Smithficld and 6th 
6th and Mood 



4th and Smithfield 

4th and Smithfield 
4th and Smithfield 

Browns Hil] and 
Imogene Rd. 



Board at 
6th and Smithfield 



Bon Ail Stoi 



Bon Air Stoi 



Callc Strecl 

Pioneer Ave* 
At school 



Mansion St. 

Mansion St. 
Mansion St« 



Mansion St. 



Leave a t 
Breining St. 



Any stop on Wood St. Parkfield St. 
Any stop on Fifth 

Ave. in town Parkfield St. 

Any stop on Forbes 

in tovm . Parkfield St 



Parkfield St. 



Mellon Bank in 
Gateway Center 



CJiarti r.5 Aw. 
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School and - - 
Loccition 



BusNo. and Name 



Board at 



Leave at 



Chatham 
227 Bonvue St. 

Clayton 
1901 Clayton 
Avenue 

Colfax 
Beechv/ood Blvd. 
and Phillips 
Avenue 



Columbus Middle 
1805 Buena Vista 
Street 

Concord 
Brownsville Rd, 
and Biscayne Dr. 

Connelley Voc. 
High 

1501 Bedford 

Avenue 

School and 
Location 



Conroy Jr. High 
and Elementary 
Page and Fulton 
Streets 



Cowley, Mary J. 
Eloise St. and 
Arch St. 



Tr csccnt 
Tolr-jy :;t. 



IID Per€ysville 
IIF i;est View 

IID Perrysville 



64A E. Liberty- 
Homestead 
61C Mcreesport 

67H Squirrel Hill 



16B Brighton Road 
17b Avalon via 
Shade land 

53 Car rick 



85 Bedford 
82 Lincoln 



Bus No. and T^ame 

16D V/oodif Run- 

Crosstov/n 
16E Recdsdale 



16D Woods Run- 
Cross tov;n 
16b Brighton Rd. 

19C City Vicv; 

llD Perrysville 

16B Ems worth 

16C Bvllevue- 

V/est Vic;: 
UK Fincvici/ 



88 Fron] stowri 
77i; V\ a:ih5"lo\?n 



6th and Penn 
7th and Penn 

6th and Penn 



Penn and Highland 
Forbes and Stanwix 
Forbes and Stanwix 



6th and Penn 
6th and Penn 



Any stop on V7ood 



Liberty and Market 
Liberty and Market 



Board at 



Bonvue St. 
Bonvue St. 

VJilson Ave. 



Murray and 
Phillips 

Murray and 
Phillips 

Phillips and 
Beechv/ood 

At school 
At school 



Biscayne Dr, 



At school 
Fullerton St. 



Leave at 



7th 


and 


Penn 


iMlegheny and 








Western 


6th 


and 


Penn 


Page Sttcet 


5 th 


Avenue 


Ridge at Arc]i 


7th 


and 


Penn 


W. North and 








Arch Aves. 


Allegheny Square 


17. North and 








Arch Aves. 


6 th 


and 


Penn 


North and 








Federal 


6 th 


and 


Penn • 


W. North and 








Arch Aves. 


6 th 


and 


Penn 


V/. IJorth and 








Arch Ave,*:. • 


6 th 


and 


Penn 


IJ. Nort'n and 








Federal 


6 th 


and 


Venn 


Oakv;ood St. 


6 th 






Oakv/ood St. 


f>Ui 


a l id 




At r,rl!col 
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I bchooi ana 
LocetiOii 



I 
I 

I 

I 



I 
1 
I 
I 



Davie, IhB. 

Phi Hip?; Ave. 
near V7ight:nv?n 
Street 

Di Iv'OJf Lh 
Stanton and 
Colljns Ave. 

East Carn(5gie 
Alter and 
Doolittle St. 

East Hills 
Elementriry 
1725 Lincoln Ave. 

East Park 
416 Lockhart St. 



Bus No. and Nrme 



64 A E. Liber ty- 

HoiUGGtead 

61C McKcc5:iDort 

67H Squirrel Hill 



73 Highland 
77D Highland 



31A Craf ton 



82 Lincoln 



East Street 
1612 East St. 



School and 
Location 



airvi^w 
Hi 11 view and 
jRingt/ood Sts. 



airyv/ood 
Broadhead and 

1?ording Rd. and 
Zstrr SL. 



IE Etna 

IF Millvale 

6A Troy Hill 

IIP West View 

IIF East Street* 

Bus Ho. and Name 

35 Castle- 
Shannon Drake 

36 Castle- 
Shannon-Library 

37 Castle- 
Shannon 

26B Broadhead 



I 



Lfth Avenue High 
1800 Filth hvc. 



I 

I 



L Hi 'View 

Hv V i cv: ar,;l 



71 Negley 
73 Highland 

75 VJilkinsburg 

76 Hani 1 ton 
All busr;cs on 

Forbcr; Ave. 

IIK Fine^'icv; 



Board at 



Penn and Highland 
Forbes and 3tanv;ix 
Forhe3 and Stanv/ix 



5th and Liberty 
5th and Market 



Stanwix and Penn 



6th Ave. at 
Smithf ield 



7th and Liberty 
7th and Liberty 
9th and Penn 

7th and Penn, 

7th and Penn 

Board at 



Leave at 



Phillips Ave. 
Phillips Ave. 
Phillips and 
Wightman 

Stanton Ave. 

Stanton cind 
Heberton 

Alter St. 



Campania Ave, 



Cedar Ave. 
Cedar Ave. 
Cedar Ave. 

East and 

Rostock Sts. 
East and 

Rostock Stc, 

Leave at 



Any stop on Wood iGlenbury Stop 



Any stop on Wood 
Any stop on Wood 
Delray and Liberty 



5th and Liberty 
5th and LiV>erty 
5th and Liberty 
5 th tuid Liberty 
Forbes and Stanuix 



Liberty and f>th 



Glenbury Stop 
Glenbury Stop 
Broadhead Rd. 



5th and Dinv;iddio 
5th and Dinv/iddic 
5th and Dinwiddio 
5th and Dim/iddlo 
Miltenbo'cgcr St. 



Fincvicv; /vo. 



I 
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I 
I 
I 

I 
I 

I 

I 

I 
I 
I 
I 

I 



School and 
Location 

f orbes 
Forbes and 
Stevenson St. 



Fort Pitt 

Winebiddle 
Ave* and 
5101 Hillcrest 
Street 

Frick, Henry Clay 
107 Thackeray 
Street 



Friendship 
Friendship and 
Roup Avenues 

School and 
Location 

Pulton 
N, St. Clair 
St. and HaiTipton 



jladstono High 
and Elementary 
f L^azelv/ood and 
1 Sylvan Aves. 



r 
I 
I 



randvicv; 
815 licLain St. 



rccnfiold Elc-n. 
nd Jr. High 
Or rrcnf .i c\l d /\vc . 
|cirrl Havorth :;t. 



Bus M o . a nd Name 

All busses on 
Forbes Ave. 
61A, 61B, or 
61C 

All busses on 
Fifth Ave. 

88 Frankstov/n 

89A Garfield 



All busses on 5th 

Avenue 
All busses on 

Forbes Ave. 

61A, 61B, or 

61C 



71 Negley 

88 Frankstovm 

77D Hiahland 



P us No. and Nanc 

71 Negley 

73 Highland 

77D Highland Bus 



56B E. Pgh.- 

Homestead 
56C McJCeesport 



53 Carrick 

54;* Arlington 

Heights 
49 Bel. Irzhoovor 



56E Greonrie.ld 



Board at 



Forbes and Stanwix 



Leave at 



Pride Street 



5th and Liberty 
6th and Ponn 
Penn and Highland 

5th and Smithfield 



Forbes and Stanv/ix 



5th and Liberty 
6th and Penn 
5th and Market 



B oard at 

6th and Liberty 
6th and Liberty 
5th and Market 

4th and Smithfield 
4th and Smithfield 

Any stop on iJood 
7t'A and Smithfield 
Any stop on Wood 

4th and Smithfield 



Stevenson St# 

N. Atlantic and 

Penn 
Hillcrest St. 



5th and 
Thackeray 



Bouquet and 
Forbes Ave. 

Friendshin Ave. 
Graham Street 
Graham Street 

Leave at 

Negley and 

Hampto.i 
Highland and 

Hampton 
Highlcind and 

Hampton 

Hazelv/ood Ave. 
Iiazcl\;ood ;;ve. 



i/arrinC|tori /V/o. 

and Alien Avo, 
V/ar ring ton and 

Allen Ave:.. 
;/arrington and 

Allen Averj. 

Grocnfioid ?vvc, 
and Lydia St. 
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School and 
Location 

Larimer 
(Continued) 



Latimer Jr. High 
Tripoli and N. 
James Street ' 



Bus No. and Name 

Transfer to 94B 
in East Liberty 

IIF VJest Viev; 



Board at 



Penn and Franks tov;n 
(Old Center Avenue) 

7th and Penn 



Leave 



Larir.ior c\nd 
Wi nslov/ 

Janes Street 



Lee 
2125 Los 
Angeles Ave. 

Leraington « 
Lemington Ave. 
and Paulson St. 



School and 
Location 

Letsche 
1530 Cliff St. 

Liberty 
tllmer and 
Filbert Sts^ 

Lincoln 
Lincoln and 
Franks town Aves, 



Linden 
Linden Ave. nr. 
Beech v;ood Blvd. 



42/38 Mt. 
Lebanon via 
Beechvie\>7 

71 Negley (T) 
73 Highland (T) 
' 75 V/ilkinsburg (T) 
Transfer to 82 in 

East Liberty 
88 Franks tov7n (T) 

87 Ardmore (T) 

Transfer to 82 
Lincoln at 

74A Hoinewood- 
Squirrel Hill 



Bus No. and Name 
81C Bedford 



75 Wilkinsburg 
77C Shadyside 



82 Lincoln 

88 Frankstov/n 
87 Ardmore 

All busses on 
Forbes 61A, 
61D, or 61C (T) 

Transfer to 74A 
Homev/ood -Squ i r r e 1 
Hill 

76 Hamilton (t) 

Transfer to 64A 
* East Liberty- 
Honiostend 

6Vn V/ilkinr;^viirg 



7th and Smithfield 



5th and Liberty 
5th and Liberty 
5th and Liberty 

Penn and Highland 
6th and Penn 

6th and Penn 



Frankstov/n and 
Lincoln 

Forbes and Murray 



Board at 



Liberty and Market 



5th and Liberty 
5th and Market 



Liberty and Market 

6th and Penn 
6th and Penn 

Forbes and Stanv;i>: 



5th and Smithficld 

Sh;\dy an.'l 5 th 
FOi'br.r: 'r^]^('l Stanxvjx 



Shiras Ave. 



East Libc-rty 
East Liberty 
East Liberty 

Lotnington Ave. 
Frankstown and 

Lincoln 
Frankstown and 

Lincoln 



Lemington Ave. 

Lenington and 
Paulson 



Leave at 



Mcinila Street 



Filbert St. 
Elmer St. 



Lincoln and 

Frankstown 
(Same) 
(Same) 

Forbes and 
Murrav 



Shady and 5th 



Shadv and 
VJiiklnr. 
V/ilki.ns cuk' 
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School and 
Log ion 

Madison 
Milv;aakee and 
Orion Sts, 



Manchester 
1612 Manhattr.n 
Street 



Mann, Horace 
2019 Shadeland 
Avenue 

Mifflin Ele, and 
Jr. High 
Mifflin Rd. 



Miller 
Miller and 
Forside 

Minadeo, John 
6502 Lilac St. 
(Continued) 



R u3 N o> c>nci_ N: ) ig 

81C ncdiord 
82 Lincoln 
84A Hcrron- 
Oakland 



16D V7oods Run- 
Cross town 
16E Rccdsdale St, 



16B Brighton Rd. 
173 Avalon via 
Shadeland 

56C McKeesport 

56A Liritoln Place 



82 Lincoln 



56E Greenfield 



Board at 

Libc-^rty and nariu-t 
Liberty and Iiarkot 

Fifth and Bouquet 

7th and Penn 
6th and Ponn 

6th and Penn 
6th and Penn 
4th and Smithfield 
4th and Sraithfisld 

Liberty and Market 
4th and Wood 



Lcnvc z^l 

At scliool 
Bryn Mawr Rd. 

Adelaide and 
Hilv^'aukcn 

Columbus and 

Chateau 
aeavor anci 

Juanita 

Wpo.dland Ave. 
Shadeland Ave, 

Crossroads, 

Lincoln Place 
Crossroads, 

Lincoln Place 

Miller Street 



Loretta and 
Greenfield 



School and 
Location 

Miuadoo, John 
(Continued) 



Morningnida 
Groonv/ood and 
Jancoy Sts. 



Kc»rrov% John 
ICj 1 Havj s Ave 



Bus No. and Name 
61C McKeesport 

64A E. Liberty-- 
Homestead 

74D Homewood- 
Greenf ield-- 
Squirrel Hill 



91A Butler St.(T) 
Transfer to 94B 

71 Negley (T) 
Transfer to 94B 



1613 l^righton 
3 6C B:-liovuc- 

V/CwL View 
17)1 Avalon via 

Shadc!.1 nnd 



Board at 



Forbes and Stanv/ix 



Highland and Penn 



Forbes and Hurray 
Beechwood Blvd. 
Shady Avenue 

6th and Penn 
62nd Street 

5th and Snithfield 
Stanton Avenue 



6th and Por,n 
6th c.iid Penn 
Gtii an l punn 



Leave at 

Murrry and 
Lilac 

Murray and . 
Lilac 



Murray end Lil: 
Murray and Lilc 
Murray and Lilc 

62nd Street 
Greciwood and 

Jancey Str.. 
StanLon Avanue 
Greonv7ood and 

Chislett 
• 

Davis Avenue 
Davis Avcnt:.^' 
TciiT.on 



School and 
1 ocation 



Bus No. and Name 



Board at 



Leave at 



Morse 
25th and 
Sarah Sts. 



jut. Oliver 
326 Hays Avenue 

jMurray^ Philip 
' Reckenwald St. 

McCleary 
' McCandless and 
Holmes St. 



School and 
Location 

McKelvy 
Bedford Ave. 
and Erin St. 

MclTaugher 
Maple afta 
Charles St. 

Northview* Heights 
310 Mt. 
Pleasant Road 

Oakwood 
Durbin Stt 



Occupational^ 
Voc. , Tech. Center 
635 Ridge Ave. 

Oliver, D. B. High 
Brighton Rd. and 
Island Avenue 



54A Arlington 

Heights 
51D Churchview 

51B Spencer Ave. 

5 IF Homestead- Mt. 
Oliver via South 
Side 

54C North Side- 
Oakland-South 
Side 

53 Car rick 
51G Mt. Oliver 



91A Butler Street 
94;i Stanton 
Heights 



Bus No. and Name 

81C Bedford 
82 Lincoln 



IID Perrysville 



6B Spring Hill 



31A Crafton- 

Carnegie 
31D-E Bridgevill'5 

16E Reedsdale 



Any stop on 

Smithf ield 
Fifth Jivenue 

Fifth Avenue 



Fifth Avenue 



16B Brighton 
17B Avalon via 
Shadeland 



V/ood Street 

5th and Smithfield 

6th and Penn 

Stanton at Negley 
or Broad and 
Highland 

Board at 

Liberty and Market 
Liberty and Market 

6th and Penn 

6th and Liberty 

Penn nr. Stanwix 
Forbes and Stanwix 
6th and Penn 

6th and Penn 
6th and Penn 



25th Street 

S. 25th and 

Carson 
S. 25th and 

Carson 



S. 25th and 
Carson 



Carson and 22nd 

Brov/nsville and 
Ormsby 

Fisher and 
Mountain 

McCandless Ave. 



Holmes Stroet 



Leave at 

Erin Street 
Erin and 

Centre Ave. 

Charles St. 



At school 

Oakwood St. 
Durbin St. 
At school 

At school 
At school 
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School and 
Location 

Ovcrbrook 
. 2140 Sa-^ Mill 
Run Blvd. 



Park Place 
309 S. 

Braddock Ave. 
and Brashear St. 



iPeabody High 
Margaretta and 
N. Beatty 

Perry High 
Perrysville and 
Somicir St. 



Bus No, and Name 

35 Castle 
Shannon- 
Library 

36 Castle 
Shannon- 
Drake 

46B Baldv;ln 

Manor 
46F Baldv;in, 
•Highland 



75 Wilkinsburg 

67C V/ilkinsburg- 
Oakland 



73 Highland 

IID Perrysville 
IIF West View 



Board at 



Any stop on Wood 



Any stop on v;ood 
Grant St. and 5th 
Forbes Avenue 
5th and Libeity 

Forbes and Stanv;ik 

5th and Liberty 

6th and Penn 
7th and Penn 



Leave at 
Central Stop 



Central Stop 

At school 

At school 

Penn and 
Braddock 

Penn and 
Braddock 

Margaretta St. 



Perrysville Ave. 

and East St. 
Perrysville Ave. 

and East St. 



School and 
Location 

Phillips 
S. 20th and 
Sarah Sts. 



Pioneer 
Dunr.tcr and 
La Moine Sts^ 

I 

Prospect Jr. High 
and K] omen tar y 

Prospect ^t:ar 

Soul-J^orn 

igcVi L Fj r; j c* r c 
Hc-nvicttf! and 
Milton .Streets 



Board at 
Fifth Avenue 
Fifth Avenue 
Fifth Avenue 
Fifth Avenue 



Bus No . and Nane 

51D Churchvicv; 

51B Spencer Ave. 

51F Homestead 

51G Mt. Oliver 

54C North Side- 
Oakland-South 
Side 



41A Dormont-Sunset Smithfield and 6th 



41E Mt. WashliKftbn . Smithfield and 6th 



F^^r>;e3 and Stanv;ix 



61B Braddock 
Sv;i r.vvfO o 

69C Kccjnrrc TM-.n-ro Wi 1 kin.';hurg R.R. 

Citation 
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Leave at 

S. 20th and 

Carson Sts, 
S. 20th and 

Carson Sts, 
S. 20th cmd 

Carson Sts. 
S. kOth and 

Carson Sts. 



S. 20th and 
Carson Sts, 

Chryr,ler St. 



Prospect Ct> 



Henriottn SI 



mi ten St.-:, 



School and 

Location 
Rogers, Jaiaes 
Columbo St. nr 
N. Nogley Ave. 



B us No, and ]] o la 
71 Nog ley 

77D .Highland 



Roosevelt, QuGntiri 
The Boulevard 

Schaef f or 
1235 Claarhaven 
St. off 
Stratmore 

Schenloy Hjgh 
Digolov; Dlvd. 
and Center Ave. 



I 
I 
I 
I 

I 

I 

ft. 

f 
I 

1 School . and ^ 
Location . 

rervice Center 
S. 13th and 
Muriel Sts. 

I 



53 Carrie 



Jchiller 
1018 P-ralta 
Street 



\ 
I 

I 

I 

I 



>heraden 
3120 Allendale 
Street 



outh High 
South ?.Cth 
and Carson S-ts, 



outh Voc. II:igh 
S. 10th and 
Sarc^h St5:, 



outh Hi! .Is ^ 
Ru Lh^anO 
Jilur^^t^a S Ls. 



I i 



26a Shoradpn- 
Ingram 



82 Lincoln 

77D Shadyside 

54C North Side- 
Oakland-South 
Side 



6C Spring Garden 
IE Etna Bus 

IF Millvale 
6A Troy Hill 
6C Sorina Tlx 11 



Bus No> and Name 
54a Arlingtc-:. 
53 Carrick 



26A Ingram- 
Sheraden 



54A Arlington 

Heights 
51F Homestead via 

South Side 



54A Arlington 

Heights 
SlF Homestead vi< 

South Side 



44 Knoxvillo 

53 Carrick 
(vir TunroDvv 



5th and I. liberty 
5th and Mar];ot 



Leave at 
Neg]oy and 

j^largarctta 
noglcy and 

Margaret ta 



Smithfiold St. stops The Boulevard 



Stanv/ix nr. Penn 



Liberty and Market 
5th and Market 



6th and Liberty 
7th and Liberty 

7th and Liberty 
9th and Penn 
6th and Liberty 



Board at 

Any stop on 
Smithfield 

Any stop on 
Smithfield 

Stanwix and Penn 



-Any stop on 
Smithfield 

Any stop on 5th 
Avenue 

Any stop on 
Smithfield 

Any stop on 
Smi thf ield 

Any stop on Wood 



Any sijop on Von<? 



Stfal-^nore Ave. 



Bigclov and 

Centre 
Bigelow and 

Centre 



Centre and 
Craig St*_ 

Peralta 
OYixo and 

Chestnut Sts, 
Ohio and 

Chestnut Sts. 
Peralta st. 



^eave 3t 



14th and Carsori 



14t]i and Carson 

Allendale and 
Chartiers Ave* 



10th and Carson 



10th and Carson 



10th and Carson 



10th and Carson 

South Hill;, 
Junction 

Scutli Hli.Tc 
Junct .i on 



School and 
Location 



Bus No. and Na^tc 



Board 



I.eavr at 



Spring Garden 
1501 Spring 
Garden Avonue 

I Spring Hill 
1351 Damas St. 



I 
I 

! 
I 

I 

I 



Sterrott 
S. Lang and 
Reynolds St, 



6C Spring Garden 



6B Spring Hill 
IID Perry^oville (T) 
Transfer to 19C 
City View 



75 Wilkinsburg 

6 7C Wi ] ki nsburg- 
Oakland 

74A Squirrel Hill- 
Homewood 



6th and Liberty 



6th and Liberty 
7th and Penn 

•Charles and 
Perrysville 

5th and Snitlifield 



Forbes and Stanwix 



Forbes and Murray 

Homewood and 
Franks town 

HoHiev;ood and 
Hamilton 



Lager Street 



Haslage St. 
Charles St. 



At school 

Lang and Penn 
Avenue 

Lang and Penn 
Avenue 

S. Lang and 
Reynolds 

S. Lang and 
Reynolds 

S. Lang and 
Reynolds 



r 
1 



School and 
Location 



I 
I 
I 

I 
I 



Stevens ^ Thaddcus 
822 Crucible St. 



^iitnnyi^ide 
4801 Stanton Ave. 



v;icshelm 
Whipple and 
Pocono St. 



C?/} Writ I. f*t. 



Bu s No . and Haritn 

31 Elliot-'Gheraden- 

Ingran Bus 
Oriole Rus Rt. 6^ 

7, or 6/8 

71 Noaley (T) 

91A Butler St. (T) 

Transfer to 94^^ 
Stanton Heights 



63H Sv;issvalo (T) 
Transffir to 65A 
Suis-^^h'-^Tn^* Park 



31C nciclrord 
84.'V Hr^i } on- 
Oak ] cOkJ 



Boar d at 

Penn and Stanv;ix 
5th and Wood 

Dalray and. Liberty 

5th and Liberty 

6th and Penn 

Butler and Stanton 
Stanton and Nogley 

Forbes and Stanv;ix 

Schoycr Ave. 

Li.>)orl7 and I!'irkot 

K' r]:p->t-r.i 'U ^nd 
Cont.t (.! or )• :i Ttl) 
unci jU)c'c;v)C:t 



Leave at 

Lorenz, Avenue 
Amherst St. 

Amherst St* 

Stc\nton and 

Negley 
Butler and 

S tcinton 



Oranriorc St. 

Schoyor Ave. 

vrn i;oplo vnc^ 
Pocono 

V7uLi Lanr 
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War Ciiousci 
2101 Liberty 
Avenue 



I 
I 



Wrichington 

Coal or 
16S)^40th St. 



I Wen, i^. lgo 
Coi\tcr and Soho 

I 

IVestinghousG 

I High 
3101 N. 
Murtland Ave. 

jwest Liberty 
• Durxiilor and 
LaMoinc 



I 
I 
I 
I 

\ 
I 

I 

I 



School and 
Locat .i on 

Vestwood 
Shc'dyhiJl P.d. 
nr. V/arrlors Rd, 

\hittier 
Neridcin nnd 

So.l v;<iy . and 



<Oth c.nd 
L^bv^rty Ave. 



Bus No > c">n'l_Nr;n)c: 
n? ArduOLO 

88 Franks town 
91A Butler St. 

91A Butler St. 



82 Lincoln 

81A Terrace 
Village 



88 Franks town 
87 Ardmore 
77B Franks to v/n 



41A Doriuont- 
■ Sunset 



Bjj^_jlOv and N amc 
36i) Wcstv;oad 



40 Mt. V7aj;hington 
Duquesne Incline 



All busrc.s on 

Forbes Ave . 

61A,G1B, cr GIC 
64A E. LlboL'iy.. 

Home^tc !d 
67C Wilkinrbivq 

Oak Tana 



87 Ardiiior--^ 
83 Vi'ou\y\ru:n 



Hoar d at 
6th aud ronn 

6th and Tenn 

6th and Pcnn 

6th and Pcnn 



Market and Liberty 



5th and Market 



6th and Penn 
6th and Penn 
5th and Harket 



Smithfield and 6th 



B oard at 
Stanwix and Forbes 



7th and Smithfield 
West Carson near 
Point Bridge 

Foi-be5; and Stanwix 



Ponn cud Highland 
Forbes and ^tanv;ix 

6th c>nd Pcnn 
6th and Pcnn 



Leave c;t 

21st. and 

Liberty 
21s and 

Libei ty 
21st. and 

liiberty 

40th St. 



Center and 
Soho 

Kirkpatricl: 
and Center 

N. Murtland Avo, 
N. Murtland Ave. 
N. Murtland A\e. 



Chrysler St, 



Leave at 
Warrior 5; Rd. 

Meridan St. 

Wightman St. 

Solway Str€:ct 

Wilkins rnd 
V/.ighUnu:n 

« 

40 Lh an-l l.ibc i."> 
v.u6 Pc/m 



m 



1/70 
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APPENDIX V 



Must be IVsUfi i„ a CoMMiit-uou, Vhu- V\ !• u Ar; .-J^Jor I'f.i'.r A^olS' is I.V-.!.,:J 

C&^^r-, DEPAirnviENT OF LAUO.:{ AKD IKDUSTRV 

/>>■:':•■:'-'■ wii BUREAU or wqmun and children 

HOURS AND WACCS 



ALslratt of 

CHILD LABOR LAW 

ages and hours otherwise prohibited, SPECIAL pkroRVS pERMITrarc rS^ pcrfonuanccs at 

by the Bureau of Wo,„e„ and Children. Hours and Wages. DepartSo^' Ub"^ 



Ages 
14 
& 
15 



HOURS OF EMPLOYMENT 

During school tenn: Maximum 4 hours on school days, 
8 hours on any other day and 18 per week, and only 
at a time that does not interfere with school attendance. 

During school vacation: Maximum 8 hours' per day^ 
44 hours per week. 



NIGHT WOK« 

Eniploymcnt prohibited after 7 p.m. and before 7 a ni 
(Exception: Male minors ovci 14 ycar^ may be em- 
ployed at distributing or selling newspapers, mara- 
zmes or other publications between 6 a.m. and 8 p m ) 



At any time: Maximum employment 6 days per week; 30 minute meal period required after 5 h 



lOurs work. 



Ages 
16 
& 
17 



HOURS OF EMPLOYMENT 

Durii;]^ school tsrni: Maximum 28 hours per week if 
enrolled in regular day school. 

During school vncatioiis: and at any time for minors 
with General Employment Certific?tcs, maximum 8 
hours per day, 44 hours per week. 



NIGHT WORK 

Girls may not work before 6 A.M. not after 9 V ^1 
However, students in a superv-sed school-^' ur^ pro- 
gram may work to 10 P.M. 

During school term, Mi students may.jiot work after 
1 1 p.m. and. before 6 a.m. 

During .school vaeaiioiis, no night work limit for 
students. No niglit work linrit at any time for 
legally excused fioin school atteridancc. 



At any tir.ie; Maximum employment 6 days per week; 30 minute meal period rcqi'ired after 5 hours of work. 



PROniniTEO OCCU£^V^O^^S: See reverse side. Additional infurnKaica is available at the district offircs 

Address inquiries, ccr.^phMifts, or requests for additional copies of this por.tcr, to omc of the ofMccs of ilj- Burcu of V^o-t-^n 
and Children, llouis and Wa^^cs, Department of Labor and InduMry listed: " " ' • 



ifAKi{[.sm;iK: iviao 

1101 f.nhoi £ hxiUi AT} 
Vhmv* 7R7-JG70 



St;d- Officv IJIdjr. 

N. i:. Vx 'it '. VuA. ir'i K 

ftli'I 1*1 It I I;, in.;. 



Slate Office m*,. 

ALTOONA l/.GUl 
1128 n-vJi^'. Am-. 
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sm:iAL AiTKNiiON IS CAi.Ltu lo it i-Ro:.;. j{£or, or riti: iou.owi.vG: 

MLfv.;7.j. Opm!-r.:s r.Tcfor Vc'rcky. At ngcs 14 :md J5. op.uCr,:- n ,.,o..>r vcl. Jc of any d.-ciMi.., At 
Codr " op.i:.^nii a inotu. vJ.icic or lu.uoi on any hii;!nva> as a I'.iiJ cn...l.nc. 

Si-c. 493 (13) I.iii.ti..: Under 18, ciiip!o^o..!«in, alvut or in co.inc. (ion with an\ csiab!is!..!,cnt wlvic i-L>U 
Liciuor Code liquors are distilled, rectified. coaipotrv.Ld. b.csvcd. inamifactiM.d. bottled, ' soU! o. dis- 

pensed. At ages 18 to 21, seuing or hai' JIing alcoholic Hquorr. v. lure scid or disp.n^ J. 

TK?; g^;neral asssi-sly o? the co>e-:o:vV.-salth c? ?Ev>:3n,7^viA herebz ea'acts as follcv;s : 

Section 1. The third paragraoh of section 5, act of Vu-'.r 13, 191 5 (?.L. 2.^''-) 
knovn as the "Child Labor L-v",; a.T°r.d'3d A-J^ust 23, 1961 (P.L. 1107), is arc-rVr" ' 
to read: 7 

Section 5. * « % 

^ ■ Xo riinor under eighte^ years of ago shall be eir.oloyod or corratted to 
in,^£icoat, or in connection vith, any establish^- c^nt vhere alcoholic licjo-c v-e 
dist:.i.led, rectified, compounded, brewed, r.anitfactured, botf'^d, s^>' ''^r • 
nor in a bovlin^ alleys nor in a pool or billiard roon: ?rov--ded, Th-t ^c^.T'*' "' " 
or fena le ninors sixteen years of age and over r_ay be enoloyed and Denritted to 
worx m a oovlmg alley, or that part o f a r.otel. restaura-nt. c-'b o- hcv-l 
vhich j-icuor or rialt or orcvcc. cc^^r o oes are not servedT " " 



Section 2. This act shall take effect ir diately. Signed by Governor Shaop, 

October 15, 1771 . 

Schedule of Hours of Work for Minors under 18 (Form LIWC 19) Must Be Posted and Kept Current. 

PENALTY: Any person or any agent or manager for any person violating or permitting any violation of the CliMd 
Labor Law shall upon conviction, be subject to a fine of not less than $50 nor more than $200 for the fir«^t 
offense and not less than $100 nor more than $300 for any subsequent offense or to imprisonincrl for 10 
days, or both. 

Under the Workmen's Compensation Lav/, fifty percent additional compensation shall be paid to ar.y minnr 
injured while illegally employed, all of which shall be paid by the employer. - 

PROHIBITED OCCUPATIONS FOR MINORS 

UNDER 21 . 

Mines Ollicr than Coal: Operating a hoisting j)assci«]icr machine. 

Printing and Allied Industries: Operating power driven paper cutter or circular saw*. 

Tunnel Construction: Hoisting engineer, signalman, or locomotive diivcr. 

Hiiats: Pilot, fiieiiiaii, or engineer on any boat or vessel. 
Bricks: V/orl iug an horizontal or vertical pug mills. 
Crane operators: Cranes and Hoists. 
Electrical v/orl: All otttside and in<;idc electrical wiring*. 

Installing, removing and testing electric nictcrs*. 
Elevators: Operators or managers of pas.scngrr oi freight elevators, or hoisting or lifiing machinery. 
Excavating: Witiiin t'lnnds or shafts; trenches nio/c than fcuir feet in depth*. 
Explosives: \Vhcrc explosives arc nianufacturcd, handleil, or stored. 
HigliNvajs: Scttion hand. 



Machir.cry: Cleaning, or oilinr machinery in nietion. Opcratirti:'<»r ;»'vis(!n/ !:: the optiiUi 
wUci'U mc«;i plate hm.tin': in.H hinc*, ir .i^'t- Vii.«cIj!iu:n : * :»..!•. cri^-s*, prf 
macliin '\ wcKnf.^oikin.'. ii'iv hin* ly (pov/er dfi\:i')\ 

Meat grij.dcn;: 0|Vr -lion of pciv.'.i ihhm fo'-i clioj>ping, nic;!{ ^'.i^./^i sluin;; oi procrs-in'; machinc>* 



ion of the P llowir. ;: uy 
nch picssiS*^, v.'i;c'Mi;t hiL-^. 



Metal Industries: Work in rolling mills*, luindlint bull ]:id\c\ abinil fumacci. 
Mines: Dangerous occuj>ations. 
Moiion pictures- l'roj::lionist. 

Paint, acids, and poisons: In any capacity in the nianuf;:ct; . of p..inl, colors, or wliilc Ic.id; poisonous dyes' co;i:- 

/fiositions using diingciou^ lc;id or avids. ^ * 

Pits and Quarries: Most occup:itions. 
Pool and Billiard Rooms: Any occupation. 

Radioactive Substances: j»^all ^occup;itions involving exposure to radioactive snhslanccs**"^, and to ionizing rmiia- 

Railroads and'iailways: Call boy, section hand, track repairing, gatc^tcnding. 
Roofing: All occupations*, 

Rivcls: Healing and passing rivcls, except under ^p^eial conditions 

Spray Coaling: Spray coating*. 

Slaughtering and Meat Packing: Most occupations. 

Tanneries: Tanning process. 

Welding: Acetylene or electric welding*. 

Window cleaning: above ground level. 

Wrecking and Demolition: All occupations. 

^^'^'^LfuTwhi'^^^^^ and graduates of an ?.,>prcvcd vocationr.I technical or industrial education cur- 

riculum wh!ch prepared them for employment the specific occupation. 

•♦Kxccpt apprentices student learners, laboratory student aides and graduates of an approved vocational t'-hiii^i! 
♦ .♦V education curriculum which prepared them for employment in the speX .^cupS^ ^ ^ ^ 

^'^^Ut^^^^^^^ technical or industrial education cu..culu,n 

UNDER 16 

Boats: Working on any boat engaged in transportation ol passengers or merchandise. 

Bowling AHcysj:^ In any occupation. 

Building Trades: Heavy work. 

Coal D.a'dfics: Any work on coal dredges. 

Heating and passing rivets. 

Man»ifacli!ring: Any manufacturing or mechanical process. 
Mines: Any anthracite or bituminous or any other mine. 
Railroads: Any steam, electric, or other railroad. 
Scaffolding: On scaffolding. 

Strikes or loirkouts: I'nicss legally certificated to work bcfo.re strike or lockout. ' 
Tobacco: Stripping or ai^orting tobacco, 
funnels: Work m ;iny tiynicl 
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PITTSBURGH PUBLIC SCHOOLS 
CONNELLEY SKILL AND LEARNING CENTER 
DIVISION OF POST SECONDARY EDUCATION 



A. Entry Level Programs 
(No prerequisites) 



I. lath and 14th Year Skill Programs 
Classes 7:50 A.M. - 5:30 P.M. 

B . Post GrauJuate Programs 



1. 

2. 
. 3. 

4. 

5. 

6. 

7. 

8. 

9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 

20. 



Air Conditioning & Refrigeration 

Auto Mechanics 

Bricklaying 

Cabinetry 

Carpentry 

Clerk Typist 

Commercial Art 

Data Processing 

Drafting & Design 

Electric Power 

Electric Wiring 

Electronics 

Machine-Operation 

Marketing 

Plumbing 

Printing 

Radio & Television 

Research" Laboratory Assistant "* 

Sheet Metal, Heating-Ventilating 

Welding 



1. 
2. 
3. 

4. 
5. 
6. 

r. 

8. 
9. 
10. 

11. 
12. 
13. 



Advanced Drafting & Design Technology 
Auto Machinist Technology 
Automotive Trainsmission & Front End 
Sp>ecialist 

Air Conditioning L Refrigeration 

Computer Programming 

Electronic Technology 

Graphii^" Arts Technology 

Machine Tool Technology 

Mobile Diesel Technology 

Research Development Laboratory 

Technician 

Welding Technology 

Cosmetology (Management-Instruction) 

Food Specialist 



Prerequisites for Post Graduate Programs 

1 . Completion of basic courses in OVT prcgrams 

2. Technical or college training 
or 

3. Experience in field T 

Entry level programs for those who have none of the above . 
to work on ABE or GED test for high school equivalency. 



It is possible 



The 13th and 14th Year Skill Programs are being conducted on a cluster area 
be^is. This then means that the student -Joes not train for one skill, but for a 
cluster of skills. The subject material is taught in modular units . The length 
of each mod jle is a multiple of 18. Student schedules are individually devised 
The 2:30 P.M. to 5:30 P.M. optioo is to help us to retain students during a 

period of ma <imum capacity. * 

2:30 P.M. 



Regular classes begin at 7:50 A.M. and end^at 
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II. Health Occupations , 
Classes 7:50 A.M. -4:00 P.M. 

1. Practical Nurse 4. Nurse Aide /Orderly 

2. Surgical Technician 5. Dental Assistant 

3. Medical Lab. Assistant 6. Dental Technician 

Permission has been granted ^the Health Occupations Depkrtment in Harrisburg 
to pilot the cluster area of Health Occupations. The goal is to t^egin a Health 
Occupations cluster in February, 1972. 

III . Manpo\A/er DevelcJpnnent and Training Program s 

Aa Full-Time Classes 7:50 A.M. - 3:50 P.Ka or 

1:30 P.M. - 9:30 P.M. 

1 . Auto Body (Washington) 8. Food Service 

2. Auto Mechanics (Gladstone) 9. Machine Operator 

3. Clerical io. Medical Secretary 

4. Cosmetology (South) ii. Nurse Aide #1 

5. Drafting 12. Surgical Technician 

6. Electric Appliance 13. Welders 

7. Fitters 

B. Part-Time 



1. Clerk Steno Tuesday & Friday 6:30 P.M. - 9:30 P.M. 

2. Clerk Typist Tuesday & Friday 6:30 P.M. - 9:30 P.M. 

3. Off-Set Printing Monday & Thursday 6:30 P.M. - 9:30 P.M. 

Manpower Development and Training classes on prime time begip at 7:50 A.M. 
and end 3:30 P.M. The second shift, necessary because of the laboratories 
being used by thtf day school students, begins at 1:30 P.M. and snds 9:30 P.M. 
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IV. Learning Center 
Classes 8:30 A.M. - 4:30 P.M. 

A. Adult Education Departmeni^ 

Remedial General Education D eve lopment Test Preparation 

1. English 1. English 

2. Reading 2. Reading 

3. Language Arts 3. Social-Scicnce 

4. Basic Mathematics 

5. Social Skills • 

6. Education Development Laboratory 

GED Testing Department located in Learning Center - 8:30 A.M. -4:00 P.M. 
^.^ Satellite Arc^js: 

Immigrant English Classes located at Fo.-bei, Sch>Dl 8:30 A.M. - 3:15 P.M. 
Neighborhood Youth Corps located at YWCA, Fourth & Wood Sts. 9:00 A.M. -12:00 

* 

V. Connelley Annex^ 

• « 

A. Educational Medical Program 
(Grades 7-12) 

The Educational Medical School provides an uninterrupted education process for 
those girls who have become prec-ant while still attending school. Gir Is usually 
enter the Educational Medical School near the beginning of their second trimester 
of pregnancy, and they stay until they deliver. 

B. Project Goodwill 



1. Commercial Foods'^ 

2.. Commercial Sewing 

3. Fabric Maintenance 

4. Basic Clerical 



Project Goodwill, a training program for the unemployed and underemployed, 
helps economically, emotionally, and-socially handicapped persons find vocairions 
that will be satisfying and productive. It provides them with marketable skills 
to re-entar or enter for the first time the work sub-culture. 
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VI. Adult and Continuing Education 



A. Satellite ABE 



Arsenal 
Wpolslair 

Fifth Avenue High 

Prick 

Montefiore Hospital 

Greenfield 

St. Francis Hospital 

Holmes 

West Penn Hospital 



Classes 6:30 P.M. - 9:30 P.M. 
Monday, Tuesday, Thursday t 

Latinner Junior 
Fairywood 

Peabody 

South High 

Weil 

P -esbyterian Hospital 
AA/testinghouse 



B. Connelley Standarxi Evening High School Classes 6:30 P.M. - 10:10 P.M. 

Monday, Wednesday, Thursday 



1. 


English 


13. 


Physicaf Science 


2. 


Spanish 


14. 


Biology 


3. 


French 


15. 


Chemistry 


4. 


Applied Mathematics 


16. 


Earth & Space 


5. 


General Mathematics 


17. 


Physics 


6. 


Algebra 


18. 


Chemistry Lab. 


7. 


Geometry 


t9. 


Typing 


8. 


Trigonometry 


20. 


Transcription 


9. 


History 


21. 


Shortand 


10. 


American Government 


22. 


Bookkeeping 


11 . 


Sociology 


23. 


Office i\/lachines 


12. 


Economics 


24. 


Business Law 



*G. Connelley Vocational-Technical Night School Classes 7:00 P.M. - 10:00 P.M 

Tuesday and Thursday 



1 . 


Air Conditioning & Refrigeration 


7. 


Electric Wiring 


2. 


Carpentry 


8. 


Machine Theory 


3. 


Cashiering 


9 


Nursing - 


4. 


Computer 


10. 


PrinWng 


5. 


Drafting 


11 . 


Radio & TV 


6. 


Electronics 
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D. Satellite 



Classes 7:30 P.M. - 9:30 P.M. 
Tuesday and Thursday 



1 . Allegheny 



Continuing Education 
Immigrant English 



* Mond^, Tuesday, Wednesday, Thursday 

2. Langley ^\ English 

Math 



3. Carrick 



4. South Hills 



5. Fifth Avenue 



Immigrant English 



6. Greenfield 

(Monday, Tuesday, Thursday) 

7. Gla > 



Vocational-Technical 

Sewing 
Typing 1,2 
Shorthand 1,2 
*Sheet Metal 1,2, 3, 5, AG 
Cabinet 
Drafting 
Auto Mechanics 
Radio & TV 

Air Conditioning/Refrigeration 



Bookkeeping 
Shorthand 1 
Dictation 
Typing 1 

Advanced Typing 
Sewing 

Sewing 
Typing 1, 2 
Shorthand 1 , 2 
Office Machines 

Shorthand 1 , 2 
Typing 1, 2 
Sewing 
Upholstery 

Typing 1, 2 
Shorthand 1, 2 
Sewing 



Clothing 



Shorthand 1, 2 
Typing 1, 2 
Clothing . 
Upholstery 
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Satellite (continued) 



Continuing Education 



Vocational-Technical 



8. South 



Imnnigrant English 



*Tuesday, Wednesday, Thursday 



9. Peabody 



Italian 

Immigrant English & 
Americanization 



10. Washington Education Center 



1 1 . Westinghouse 



Sewing 
Typing 
Shorthand 
Auto Body 
Baking 
Carpentry 
♦welding 
Plumbing 



Typing 1, 2 
Shorthand 1 , 2 
Millinery 
Upholstery 
Clothing 

Welding 

Bricklayintj 

Auto 

Type 1 

Advanced Type 
Shorthand 1 
Furniture Repair 
Clothing 
Millinery 
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